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FORWARD

Getting Started In Appleworks Data Base 1s a hands-on teachlng
tool for beginning users of AppleWorks data base. Its development was
accompl ished using the Apple 11GS computer, one 3 1/2" and one S5 1/4*
disk drives. The Intent at the time of development was to produce a
document which would allow Apple 11GS users, generally famlllar thelr
machine and its perlipherals, to bulld a simple AppleWorks data base
flie using version 2.0 of 2.1 of the program, store, print and
manipulate the flle. In addlitlon, |t was envisloned that users would
be able to accomplish the bullding, printing and storing tasks without
having to resort to outside ald.

A8 you use these lnstructlons, you’ll see many computer monltor
screen examples. The examples appear, generally, the way the screen
should appear after completing an operation when that operation was
accompl ished using verslion 2.0 or 2.1. Other verslons of the
AppleWorks program (V1.2, 1.3, 3.0) may be used with this document but
there may be some differences in the way the monltor screen appears
when a task ls completed. You’ll also find that the Instructlions
provided here may be used with computers having only one disk drive.

There |s some redundancy of Flgures and tasks between chapters.
These duplications should allow you to complete a task without having
to retrace your steps to earller pages In the text.

PMS



CHAPTER ONE
LOADING APPLEWORKS
INTRODUCTION
Chapter One takes wusers of thls publicatlon through the
step-by-step process of loading the AppleWorks program Into the

computer memory. This process must be accompllshed before data base
computer flles can be constructed, manlpulated or printed.

o33N

DIRECTIONS

01. Enerqize The Computer. Turn on the power swltches external to
the computer and the power swlitch on the back of the computer.

02. Eneralze The Computer Monltor. Place the monltor power switch
Iln the on poslition. It ls located on the right slde of the
monltor as you face the monltor front. The screen will tell you
that you do not have a startup device inserted In the dlisk drlve.

Apple 1Igs

Copyrlight Apple Computer, Inc. 1977-1987
All Rlghts Reserved.

ROM Version 01

Flgure 1-1. The Beglnnlng Screen Plcture.

03. Inserting The Djsk. Place the AppleWorks program in Dlsk
Drive #1, Slot #5. Thlis 1s generally, the normal conflguration
and 1f you are using 3.5" and 5.25" Inch disk drlives together
drive #1, slot #5 should be the 3.5" drive. If you are unsure of
the conflguration, place the program In one dlisk drlive or the
other. The computer will search both disk drives for a program.

04‘ - - 2 L)

a. Identlfylng Keys. Identlify the OPEN-APPLE, the CONTROL and -
the RESET keys. The OPEN-APPLE key has an outllne of an
apple on 1ts face. The RESET key ls located just above
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the row of number keys at the top of the keyboard and has a
trlangle on lts face.

b. Pressing and Holding Keys. Press and hold down the .
OPEN-APPLE and the CONTROL keys. Whlile these keys are held
down, press the RESET key, releasing It after about S
seconds.

c. Releasing Keys. Release the OPEN-APPLE and the CONTROL keys.
With this task completed, your screen should look llke Flgure
i-1. Then, It will automatlically shlft to look llke Flgure
1-2 and then shift looklng llke Flgure 1-3.

APPLE //

PRODOS 1.1.1 18-SEP-84

COPYRIGHT APPLE COMPUTER, INC., 1983-84

Filgure 1-2. The Second Plcture On The Screen.

M
AppleWorks
Integrated Software

By R.J. Lissner and Apple Computer, Inc.
Coperght Apple Computer Y883-86 v2.0 USA

- S G " D Gn G WD G G D WD S R P S G TP R S WD M S e WD G G G G G P M G D GE G G G S G GRG0 S G R S S G G G S AP MR MR G D GRS G G G EE G G S MR TS e G EE N S an o oo oo

Press Space Bar to contlnue 637K Avall.

Figure 1-3. The Beginning Of AppleWorks.
05. Program Loading.

a. Space Bar. Press the space bar once to continue (see the bottom
of the screen). The screen now appears llke Flgure 1-4.




File: None GETTING STARTED Escape: Restore former entry

The date must be 1983 or later,
and In this form: 3/20/86

Type today’s date or press Return: 3/04/90 637K Avall.

Figure 1-4. The Monltor Screen Before A New Date Is Entered.

b. Entering The Date. Enter today’s date (see Flgure 1-5).

File: None GETTING STARTED Escape: Restore former entry

P e T T P P L S - -+ 1 T e s ey T T T T ¥ T+ -t 3+
————td 23 3+ bbb Pt e 2 2 g TR S o S o e s S e e . S S i St TS S SUD S e U G Gt Sl S e S

The date must be 1983 or later,
and in thls form: 3/20/86

- et GEE D GED e M mt G A G G WS Gt D WS st GED e GED WES deh AP A w Gt WIS G IR GED AeE M TS drn D MR G M IR Sl e G IR G MR e G dee G D W@ AP M G S G G G v GED D G D M e R Gwr den W e D R e e e S S aw e

Type today’s date or press Return: 3/12/90 637K Avall.

Figure 1-5. The Monitor Screen After Today’s Date Has Been Entered.

c. Contlinuing. Press the RETURN key once. The monitor Screen
changes to appear like the example shown in Flgure 1-6,
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and, after a brief period changes agaln to appear like Figure

1-7.
File: None ______________ GETTING STARTED
Preloading AppleWorks program
onto the memory expanslion card.
Press Escape to cancel. T 621K Avall.

Figure 1-6. The Monitor Screen While The Program Is Loading.

Disk: Disk 1 (Slot 6) MAIN MENU
: ‘Maln Menu | '
| |
: 1. Add files to the Desktop :
: 2. Work with one of the files on the Desktop :
: 3. Save Desktop flles to disk :
: 4., Remove flles from the Desktop :
: S. Other Activitles :
l 6. Qulit :
| |

Type number, or use arrows, then press Return 3-7 for Help

Flgure 1-7. The Computer Screen After AppleWorks Has Been Loaded Into
The Computer Memory.




CHAPTER TWO
DISK FORMATTING
INTRODUCTION

Formatting of blank disks for use as data storage devices |is
discussed In this chapter. The discussion revolves around the use of
two disk drives, one setup as Disk 1 Slot (5) and the second as Disk 1
Slot (6). With computer systems using a single disk drive, the disk
slot assignment s often Disk 1 Slot (5). If the computer monitor
screen indicates a different slot assignment has been selected by the
software, then a change must be made. That change can be made using
the procedure described below even though the procedure was written
for a two disk drive system.

wYmSY

DIRECTIONS

01. Progaram Loading. With the AppleWorks program loaded into the
computer memory, your screen should look llke Figure 2-1. 1In the
upper left corner of the screen, yYou should find Disk 1 (glot 6).

Disk: Disk 1 (Slot 5) MAIN MENU

Maln Menu |

|

= 1. Add flles to the Desktop

: 2. Work with one of the files on the Desktop
: 3. Save Desktop files to disk

: 4. Remove flles from the Desktop

i S. Other Actlivities

‘ 6. Quit

|

Tvype number, or use arrows, then press Return G~7? tor Help

Figure 2-1. The Computer Screen With Disk 1 Slot (5) Selected.
7
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If this ls the case, proceed to step 02. If you see Disk 2 (slot
6), Disk 1 (slot 5), Disk 2 (slot 5) or some other wording In the
upper left hand corner, skip steps 02 and 03, proceeding dlrectly
to step number 04.

02. Selecting Other Activities. Select optlon #5, "Other
Activities" from the *Maln Menu.* Thls ls accompl ished as
follows:

Disk: Disk I (Slot 6) OTHER ACTIVITIES Escape: Main Ment

l MaTn Henu |
Other Actlivities | |
1. Change current disk drive or ProDOS preflx

2. List all files on the current disk drive

3. Create a subdlrectori

4 Delete files from disk

S Format a blank disk

6. Select standard location of data disk

7 Speclfy information about your printer(s)

Type number, Oor use arrows, then press Return _ o33K Avall.

Flgure 2-2. The Screen After Selecting, the "Other Actlvitles*® Optlon
From The “"Main Menu.*

a. Press the NUMBER-5 key once or the DOWN-ARROW key several
times to highlight the optlon.

b. Press the RETURN key once. Your monitor screen should 1ook
llke the plcture shown In Flgure 2-2 followlng thls actlon.

03. Jumping To Step 08. If you have successfully reached thls
polnt, jump to step 08.

04. Wrona Disk or Slot Selected. If the screen looks like the
plcture shown In Flgure 2~3 (note the Dlsk 2 Slot (5) In the
upper left corner of the Flgure), select option #1, "Add flles to
the Desktop," from the "Main Menu." To do this:

a. Press the RETURN key once. The monltor screen plcture should
shift to look llke the picture shown in Flgure 2-4.
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Disk: Disk 2 (Slot 5> MAIN MENU

: Maln HMenu |
|
: 1. Add flles to the Desktop ‘
‘ 2. Work with one of the flles on the Desktop
= 3. Save Desktop flles to dlsk
‘ 4. Remove flles from the Desktop |
‘ 5. Other Actlvitles ‘
: 6. Qulit :
[ [
Type number, Or use arrows, then press Return a-7 tor Help

Flgure 2-3. Computer Screen With Disk 2 Slot (5) Selected.

Disk: Disk 2 (Slot 5) . ADD FILES Escape: Maln Menu

Maln Menu |
: Add FlTes | [

Get flles from:!

i. The current disk: Disk 2 (Slot 5)
[ 2. A dlfferent disk

Make a new flle for the:

[ 3. Word Processor
[ 4, Data Base
‘ 5. Spreadsheet
1
[
Type number, or use arrows, then press Return ' 533K Avall.

Figure 2-4. The Screen After Choosing, *Add fliles to the Desktop"
Optlon From The "Maln Menu".

05. Selecting A Different Disk. Select option #2, "A dlfferent
disk" from the "Add Flles" menu. To do thls:

9




a. Press the DOWN-ARROW key once.

b. Press the PETURN key once. The monitor screen should now
look like the picture iIn Figure 2-5.

06. Selecting Disk 1 Slot ¢(6). Select the proper option. To do
this:

a. Press the DOWN-ARROW to highlight the Disk 1 Slot (6> option.

b. Press the RETURN key once. The monltor screen should have
changed so that it appears as it did In Flgure 2-4 except
that the upper left corner of the screen now reads Disk 1
Slot (6).

Disk: Disk 2 (Slot S) CHANGE CURRENT DISK Escape: Add Flles

Maln Menu [
[ Add Flles [ |
[ Change Current DIisk | !

[ Disk drives you can use:
1 Disk 1 (Slot 6) [
2 Disk (Slot 6) [
3 Disk 1 (Slot S)
4 Disk 2 (Slot 5)

[ S ProDOS directory

—_ [
[ [
Type number, or use arrows, then press Return 533K Avall.

Filgure 2-5. The Monltor Screen After Selecting The "A different disk*
Optlion.

07. Return To Step 02. Now, complete step 02. To do this:

a. Press the ESC key once. Your monltor sScreen changes to
appear |llke the example monitor screen shown in Flgure 2-1.

b. Select the “"Other Activities" optlion using the procedure
described above and then proceed to step 08

08. Disk Formatting. With the screen appearing as it does In
Flgure 2-2 select optlon #5 as fol lows:

10
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a. Press the DOWN-ARROW until the "Format a blank disk" optlon
is highlighted.

Disk: Disk 1 (Slot &) DISK FORMATTER Escape: Other Activities

Maln Menu |
Ccher Actlvitles | |

Dlsk tormatter | |

The formatter wil] use the disk drive
shown on the top line of the screen.

|

| [
| |
| [
| :
| A disk name consists of up to 15 letters, |
| numbers, and gerlods. The first character |
‘ must be a letter. ‘
| |
| |
| |
[ |
| |

Type a disk name: 533K AvalTl.

Flgure 2-6. The Screen After Selecting the "Format a blank disk*
Option From The “Other Actlivitlies" Menu.

Disk: Disk 1 (Slot 6) DISK FORMATTER Escape: Erase entry

Maln Menu |

Uther Activitles | |

Dlisk tormatter | |

The formatter will use the disk drive
shown on the top line of the screen.

|

l

|

|

|

| A disk name consists of up to 15 letters,

{ numbers, and periods. The flrst character
|
|
|
|
|
|

|
|
|
|
|
|
|
|
|
|
‘
‘ must be a letter.
|

l__

Type a disk name: DATA BASE B33K Avall.
Figure 2-7. The Monitor Screen After Typing The New Disk Name.

11
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b. Press the RETURN key once. The plicture on the monitor screen
changes to look like the one shown below in Flgure 2-6.

09. Naming The New Volume. Directions in the center of the screen
tell you to name the new disk.

a. Type the word “TRAINING" and examine Figure 2-7.

b. Press the RETURN key once. The screen Is now be ldentical to
the plcture shown in Filgure 2-8.

Disk: Disk 1 (Slot 6) DISK FORMATTER Escape: Other Activities

Maln Menu [
Other Actlvitles [ |
Disk formatter | |

The disk to be formatted should
be in the disk drive NOW.

Press Space Bar to contlnue D30k Avall.

Figure 2-8. The Monitor Screen After Typing The Name Of The New Disk.

10. Uslina Drive {1 Slot ¢(6). Insert the disk to be formatted in
Drive (1) slot (6).

11. Formatting. Press the SPACE-BAR and watch the screen. When

the formatting task is complete, the monitor screen will appear
lilke the example shown in Flgure 2-9.

12




Disk: Disk {1 (Slot 6) DISK FORMATTER Escape: Other Activities

Main Menu |
uther Activities | l

Dlgk ftormatter | |

|
|
|
|
|
|
|
|
|
:
= | | Succesafully formatted
|

|

|

Press Space Bar to contlnue 533K Avall.

Figure 2-9. Monitor Screen After The Formatting Is Complete.

12. Usina Screen Directiongs. Press the SPACE-BAR once. The screen
now looks llke the example in Flgure 2-10.

Disk: Disk 1 (Slot 6) DISK FORMATTER Escape: Other Actlvitlies

% Maln Menu I
(

uther Actlvitles | |
‘Disk rormatter | |

I
| The formatter will use the disk drive

shown on the top line of the screen.

A disk name consists of up to {5 letters,

|
|
|
|
|
e
: numbers, and perlods. The flrst character
|
{
|
|
|
|

must be a letter.

- Type a disk name: DATA.BASE 533K Avall.

Figure 2-10. Monlitor Screen After Exlting The Successfully Formatted
Mode.

13
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13. Exjiting The Format Ootion. Press the ESCAPE key once. Thlis
actlon moves the program back to the "Other Actlvitles," menu
(see Flgure 2-11).

Disk: Disk 1 (Slot 6> OTHER ACTIVITIES Escape: Maln Menu

Main Menu |

| Uther Actlvitles | |
{. Change current disk drlve or ProDOS preflx

I 2. List all flles on the current disk drlve

Create a subdlirectory

Delete flles from dlsk

Format a blank dlsk

Select standard location of data dlsk

Speclfy Information about your printer(s>

N 00 W@

Type number, or use arrows, then press Return _ 532K Avail.

Figure 2-11. "Other Activities* Menu.

14. Other A . Press the ESCAPE key to
return to the "Maln Menu" (see Flgure 2-12).

Disk: Disk 1 (Slot 6) MAIN MENU Escape: “DATA.BASE"
: Main Menu | .
| |
‘ 1. Add flles to the Desktop =
‘ 2. Work with one of the flles on the Desktop :
‘ 3. Save Desktop flles to disk %
: 4. Remove flles from the Desktop =
: S. Other Actlvitles %
= 6. Qulit =
| |
Type number, or use arrows, then press KReturn &G-7 tor Help

Flgure 2-12. "“Maln Menu."

14
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1S. Informatlon Storage. The disk can now be used for data
storage.
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CHAPTER THREE
CONSTRUCTING DATA BASE FILES
INTRODUCTION
Constructing Data Base Flles provides a step-by-step descriptlion

of the process tequired to construct a new data base flle from

scratch. In Chapter Elight you’ll learn how to construct data base
flles from spreadsheet flles.

DIRECTIONS

©C numa3Wn

1. Program Loading.

a. Place the AppleWorks program In disk drive #1, slot #5 and
load the program Into the computer. With this task
completed, your screen should look llke Flgure 3-1 (the
*Main Menu" is on the screen). In the upper left corner of
the screen, you should find Disk 1 (slot 6).

b. If this Is the case, proceed to step 02.

Disk: Disk 1 (Slot 6> MAIN MENU Escape: "“DATA.BASE"

‘ Maln Menu | |
I |
: 1. Add flles to the Desktop =
: 2. Work with one of the flles on the Desktop :
: 3. Save Desktop flles to disk =
: 4., Remove filles from the Desktop :
: S. Other Actlivitles : '
: 6. Qulit :
| |
Type number, or use arrows, then press Return 3-7 tor Help

Filgure 3-1. The Computer Monitor Screen Showing The Maln Menu Wlth
Digk 1 (Slot 6) Selected.
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c. If you see Disk 2 (slot 6), Disk 1 (slot 5), or Disk 2 (slot
5) In the upper left hand corner, return to the beginning of
Chapter Two and follow the directlions for shifting to a
different disk. They start with step 1 of Chapter Two.

02. Selecting The Add Flles Menu. Select option #1, "Add flles to
the Desktop," from the "Maln Menu." This ls accomplished by:

a: Insuring the "Add flles to the Desktop" Is highlighted, and;

b. Pressing the RETURN key once. The monltor screen will shift
so that It appears like the plicture shown iIn Flgure 3-2.

Disk: Disk 1 (Slot 6 ADD FILES Escape: Main Menu
: Main Menu | |
: : Add Flles | l__l
[ |
: = Get flles from:
[ 1. The current disk: Disk 1 (Slot 6) |
: = 2. A different disk |
: } Make a new file for the: I
I 3. VWord Processor
[ 4, ata Base
: : 5. preadsheet :
|
|
Type number, or use arrows, then press Return B32K Avall.

Figure 3-2. The Screen After Choosling, "Add flles to the Desktop"
Option From The “Main Mequ?.

030 mmwmmm'
a. Press the numeral "4" key once.

b. Press the RETURN key once. The combined actions of
procedures "a' and "b" will bring you to the "Data Base" menu
and the screen will appear as does the plcture iIn Figure
3-30

17
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Disk: Disk 1 (Slot 63 DATA BASE

Escape: Add Flles

g+ g

Maln Menu i

Add Flles I

‘Data Base |

Make a new flle:

1.
2.
3.
4.

From scratch

From a text (ASCII) flle
From a Quick Flle (TM) file
From a DIF (TM) flle

Type number,

Disk: Disk 1 (oiot &) ASE

or uwe arrows, then press Return

532K Avall.

Figure 3-3.

The *Data Base" Menu.

04. Naming The Flle.

Maln Menu |

Add Flles i

- Data Base |

Make a new flle:

--> From scratch

2.
3.
4.

From a text (ASCII) file
From a Quick File (TM) file
From a DIF (TM) flle

Type a name for this new flle:

532K Avall.

Figure 3-4.

The Screen Showing The *From Scratch" Option Selected.

18



a. Select option #1 (it I8 highlighted), “From scratch" by
pressing the RETURN key once. The plicture you see on the
ascreen will change to look 1lke the one shown In Flgure 3-4.

Disk: Disk 1 (Slot 6) DATA BASE Escape: Erase entry

Main Menu |
Add Fllies | |
i | - pyata bBase | |

Make a new flle:

--> From scratch

I 2. From a text (ASCII) flle

3. From a Quick File (TM> flle
-1 4. From a DIF (TM) flle |

| |
Type a name for this new flle: INVENTORY_ 532K Avall.

Figure 3-5. Blank Data Base Flle Titled "INVENTORY."

Flle: INVENTORY CHANGE NAME/CATEGORY Escape: Revliew/Add/Change

Category names

==“=-============================================-============================
ategory 1 |
- gory : Optlons:
Change cate or¥ name
Up arrow o tc fllename

| Down arrow Go to next category
| &-1 Insert new category

Type entry or use ¢ commands ' 832K Avall.

Figure 3-6. The Computer Screen Showing The Data Pase Flle After
Entering The File Title, "INVENTORY."
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b. Directions at the bottom of the screen tell you to name the
the new file so type the word "INVENTORY." The screen now
ia identical to the example in Figure 3-5.

¢. Press the RETURN key once to enter the flile title. The
acreen should look like the plicture shown in Figure 3-6.

05. Bllinking Block Cursor. Insure that you are using the blinking
block cursor and not the blinking line cursor. If the monitor

screen shows a blinking 1ine cursor, press the OPEN-APPLE and "E*
keys at the same time to switch to the blinking block cursor (to
switch back to the blinking block cursor, press the OPEN-APPLE
and *E* keys at the same time).

06. Naming Categories Or Fields. Insert the first category name
(categorlies, In the printed data base file, run from top to
bottom). To do this:

a. Press the CAPS-LOCK key down so that the machine will type
only capital letters.

b. Type "ITEM NAME."

(1) Press the SPACE-BAR several times to erase the remalning
letters and number in the original *“Category 1" (see

Figure 3-7).
File: INVENTORY CHANGE NAME/CATEGORY Escape: Restore former entry
Category mames e e—ccmmss—ss====ssmm=mms=
+—— _NSME_-= - e o s g e e e e e T S T e e e e N R R R R S e e e e e T T et T My SIS U S Sk S S s S S T S S e——
ITEN Optionsg:
Change cateaor¥ name
p arrow o to filename
Down arrow Go to next category
| &-1 Ingert new category
|
|
|
|
|
l ———————
Type entry or use ¢ commands 532K Avall.

Figure 3-7. The Computer Screen After Inserting The "ITEM NAME"
Category.

20
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(2) Press the RETURN key once. The monitor screen should
look like the example in Flgure 3-7.

c. Type, *DESCRIPTION," and then press the RETURN key once.

File: INVENTORY CHANGE NAME/CATEGORY Escape: “Review/Add/Change

Category names

8¥$CRIPTION Optlions:

STOR.LOCATION Type category name

Up arrow Go to previous category

Type entry or use ¢ commands 532K Avall.

Figure 3-8. The Computer Screen After Typiny The Four Category Names.

File: INVENTORY REVIEW/ADD/CHANGE Escape: Main Menu

Category names

=‘=====-B=============:===8====================================================

This file does not yet contain
anY information, Therefore, you
will automatically go into the
Insert New Records feature.

o Sov - — ——— T W=D WP e GEP M WS S S e e Sms G G s s Shs G D A GED S G AR TUO GED GE G P e M L U M MM SUD GED we6 THR =D cms a0 e M G TER A M et S S R G D G GRS GES WT W GES Cmb cms S AS GHD SED 4D SR Smb emm A e G

Press Space Bar to contlinue 532K Avall.

Figure 3-9. The Monitor Screen After Escaping From The Add Category
Names Procedure.

21
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f. Insert two additional categorlies titled "QTY" and
“STOR.LOCATION" (storage locatlon). Press the RETURN key
once after typing each category name as was done above In
steps "b" and “‘c." The screen should look like the plcture
in Figure 3-8. At this polnt, the cursor ls located on the
line telow "STOR.LOCATION."

07. Moving To Insert Data.

a. Press the ESC (escape) key once. The screen now looks 1ike
the picture shown In Flgure 3-9.

b. Press the SPACE-BAR once. The screen changes to appears 1llke
the one shown iIn Figure 3-10 and the file Is ready for the
ingsertion of real data.

File: INVENTORY INSERT NEW RECORDS Escane: Revliew/Add/Change

Record {1 of 1|

====--==================-===I=============-=======‘=======================I====
ITEM NAME: -
DESCRIPTION: -

QTY: -
STOR.LOCATION: -

Type entry or use ¢ commands 532K Avall.

Flgure 3-10. The Computer Screen Showing A Blank “Record i1 of 1."
08. Inserting Data. Insert data in the first two records (records
run from left to right in the printed data base). This
accompl ished as follows:
a. Type the Information to be entered in the first category.
b. Press the RETURN key once.
¢. Type Information iIn the next category and press *he RETURN
key once, again.
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d. Use the UP-ARROW key after pressing the RETURN key to return
to a category where a mistake has been made.

Flle: INVENTORY REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

ITEM NAME DESCRIPTION QTY STOR.LOCATION
:uan-u-:-=a=n=l----=m--n--n-=-nz==--=¢====“a-nn:saﬂa=m=8==============u-==
MICROSCOPE BINOCULAR 1S 1-A-1

WRENCH BOX, 1/74-20 6 2-B-3

Type entry or use & commands &-7 for Help

Figure 3-11. The Computer Screen After Entering Data In The First Two
Records And Switching Screen Formats.

File: INVENTORY CHANGE RECORD LAYOUT Escape: Review/Add/Change
--> or <-- Move cursor
> ¢ < Switch category positions
--> @@ <-- Change column width
é-D Delete this category
é-1 Insert a previously deleted category
Eggﬂ NAME DESCRIPTION QTY STOR.LOCATION g
MICROSCOPE BINOCULAR 156 1-A-1 R
WRENCH BOX, 1/4-20 6 2-B-3 ?
N
Use options shown above to change record layout 532K Avall.

Figure 3-12. The Computer Screen Showing The Alter Layout Option.
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e. If the computer does not move automatically from record 1 to
record 2, follow the directlions provided on the monltor
screen.

09. Chanaing Data Base File Formatas. After Insertling Informatlon
In the first two records, press the OPEN-APPLE and the "2" keys
(zoom functlion) at the same time. The screen wWilll now appear
similar to the oxample provided In Filgure 3-11 (if you want to
return to the orliglinal format, press the OPEN-APPLE and the "2*
keys agalin).

10. Alterina The File Lavout.

a. Press the OPEN-APPLE and the "L" (layout) keys at the same
time. Thlis actlion allows changes in the column widths and
other adjustments to be made to the flle (see Figure 3-12).

b.. Alter the flle to flt your desires by following the
directions provided on the screen.

c. Press the ESC key once. The screen wiil appear simllar to
the example shown In Flgure 3-13.

Flle: INVENTORY CHANGE RECORD LAYOUT Escape: Revlew/Add/Change

e e s T S SRS ERaEN IR eI ITE TN I SR EREROaENNENSSEREa=S

Wwhat direction should the cursor
go when you press Return?

1. Down (stan ~d>

2. Rlght
ITEM NAME DESCRIPTION QTY STOR.LOCATION
MICROSCOPE BINOCULAR 15 1-A-1
WRENCH BOX, 1/4-20 6 2-B-3
_____________________________________________________________________ More ---
Type number. or use arrows, then press Return 532K Avall

Figure 3-13. The Computer Screen After Step 1 Of Escaping From The
Layout Option.

d. Press the ESC key once (a second time). The monltor screen
changes to appear similar to the example in Figure 3-14.
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File: INVENTORY

KRV ALL/ kacape: Main Menu
Selection: All records
MICROSCOPE BINOCULAR 15 1-A-1
WRENCH BOX, 1/4-20 6 2-B-3

- e - v A v G G— G G GEE I G m T EE G G G S S e T M G S S S - G D S P G G G SSe S G S G ) S TP D GRS G GED GED GED GRS NS G S S G D G S G CED GaS G5 G G G D S G S S S

Type entry or use ¢ commands

é-? for Help

Figure 3-14.
11.

File Saving. Press the OPEN-APPLE and the "S*
time to save the flle on the data disk in Dlsk
that normally, a red light over the disk drive
while the file ig being saved. When the 1ight
extinguished, your file has been saved on your
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CHAPTER FOUR
PRINTING DATA BASE FILES

INTRODUCTION

The procedures one follows to print data base flles are discussed
in this chapter. It iIs important to remember that there two basic
formats, tables and labels. The labels format Is used to print
address and other types of labels. Printing your data base flle or a
part of It as a table is accomplished using the tables format.

wTmEaWm

DIRECTIONS

0i. In The Beglinning. In the beginning, prior to starting the
printing operation, your data base file should appear similar to

the example shown In Figure 4-1.

File: INVENTORY REVIEW/ADD/CHANGE Escape: Maln Menu
Selection: All records

ITEM NAME DESCRIPTION QTY STOR.LOCATION

===-ﬂ=ﬂ==========.ﬂ.='-=-ﬂ============l===’==============8=8=8==========8=======

WRERCH - BEROTA4R 20 & B3

- e A - . . a. W G mE G GE G G G G G G G S G S S G N M D G G G GE G G G G G G G EE G W A ey S A SO MR G D S e S A e S G R EE @ G S SR @D S R AR S am an eS e 6 oS em

Type entry or use ¢ commands ¢-? for Help

Figure 4-1. An example Data Base Flle.

02. Selecting A Print Format. To enter the print option, press the
OPEN-APPLE and the "P" keys at the same time. As a result of
this actlion, your screen should appear ldentical to the plicture
shown in Flgure 4-2. Note that the program provides us with S
options; (1) Get a report format; (2) Create a new "Tables"
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format; (3) Create a new “Labels' format; (4> Dupllicate an
existing format, and; (5) Erase a format.

Flle: INVENTORY REPORT MENU Escape: Revliew/Add/Change
Report: None

i. Get a report format
2. Create a iiew "tables" format
3. Create a new "labels" format
4, Dupllicate an exlisting format
S. Erase a format
Type number, or use arrows, then press Return 532K Avall.

Figure 4-2. The Monitor Screen After Exerclsing The Initial Print

Optlon
File: INVENTORY REPORT CATALOG Escape: Report Menu
Report: None
====================================-=========================================‘

You don’t have any report formats

@ A . - . mn Gn . e B G G G G o S G EE GE MR EE A e S 60 EE TS MR ME G WS e G EE A G G G GE G5 G GE G G G G GF @ G G G T T ES G0 G0 Gn G G0 NS ew S8 S5 S o S e e es e as S0

Press Space Ba. to contlnue 532K Avall.

Flgure 4-3. The Monltor Screen After Selecting The “Get a report
format" Optlon.
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a. Select the, "Get a report format," option. To do this:

(1) Insure the option is highlighted by pressing the
UP-ARROW key 1f necessary.

(2) Press the RETURN key once. The monitor screen will
appear like the plicture shown in Flgure 4-3, indicating
that a format cannot be accessed because a format has
not yet been constructed.

b. Return to the Report Menu by pressing the ESC key once.
c. Select the tables format optlion as follows:
(1) Insure that option #2 in highllghted.

(2) Press the RETURN key once. The monitor screen now
appears ldentical to Flgure 4-4,

File: INVENTORY NAME THE NEW REPORT Escape: Report Menu
Report: None

Type a name for the report: 532K Avall.

Figure 4-4. The Monitor Screen Aiter Selecting The Tables Format
Option.,

c. Name the report by typing the name you wish to appear at the
top of the page when the flle has been printed. An example
is shown In Flgure 4-5.
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File: INVENTORY NAME THE NEW REPORT Escape: Erase entry
Report: None

============‘-===============================‘==========8========================

Type a name for the report: SCI.DEP.INVENTORY 532K Avall.

Figure 4-5. Naming The Report.

ile: INVENTORY REPORT FORMA Escape: Report Menu
e N TRy  INVENTORY RMAT P P
Selection: All records

--> or <-- Move cursor a-J Rl?ht Justlify thils category
> & < Switch category positions 3-K Define a calculated category
-=> @ <-- Change column width é6-N Change report name and/or tltle
-A Arrange (sort) on thls category 8-0 Printer options
é&-D Delete this categor! -P Print the report
3-G Add/remove group totals 6-R Change record selection rules
é-1 Insert a prev. deleted category ¢6-T Add/remove category totals
IEEH NAME D%SCRIPTION QgY S%OR.LOCATIO g
MICROSCOPE BINOCULAR 15 1-A-1 n
WRENCH BOX, 1/74-20 6 2-B-3 g
Use optlons shown above to change report format 531K Avall.

Figure 4-6. The Beginning Of The Print Option Phase.
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d. Enter the print options phase by pressing the RETURN key
once. The monltor screen changes to appear |lke the example
shown iIn Flgure 4-6.

File: INVENTORY REPORT MENU Escape: Revlew/Add/Change
Report: SCI.DEP.INVENTORY

Get a report format

Create a new "tables" format
Create a new “labels" format
Duplicate an existing format
Erase a format

Keep worklng with current format

*

e @ o

AUl WO

Type number, or use arrows, then press Return 631K Avall.

Figure 4-7. The Monitor After Returning To The Report Menu.

ile: INVENT Es : R t
epgrt: ggq. .§.INVENTORY NAME THE NEW REPORT cape eport Menu
Type a name for the report: 531K Avall.

Figure 4-8. Monitor Screen With The Labels Option Selected.
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e. Return to the Report Menu by pressing the ESC key once.
The screen now appears llke the example shown in Flgure 4-7,.

e. Select the labels format as follows.

(1) Press the DOWN-ARROW key twice to highllght the desired
option.

(2) Press the RETURN key once. Now examine Figure 4-8.
f. Name the flle as before by typing the name you want to appear

on the report. The flia followling the naming process |s
shown in Flgure 4-9.

Flle: INVENTORY NAME THE NEW REPORT Escape: Erase entr
Report: SCI.DEP.INVENTORY P Y
Type a name for the report: LOCATION.LABELS 531K Avall.

Figure 4-9. The Report After It Has Been Named.

g. Enter the print option phase by pressing the RETURN key once.
The screen changes to appear 1lke the example shown in Flgure
4-10 °
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File: INVENTORY
Report: LOCATION.LABELS
Selection: All records

REPORT FORMAT Escape: Report Menu

RO T A R A A R R R s T e e e gy Y e S S I e N R R R R R RN E R R L NN T N ESOERIRIE N o= Iy

ITEM NAME

DESCRIPTION

QTY

STOR.LOCATION

------------------------ Each record will print 4 lineg--------------cooecomu—-
Use options shown on Help Screen é-? for Help

Flgure 4-10. The Screen After Entering The Print Optlion Phase.

03. Selecting A Printer. Since we are not Interested in
investigating print options but rather actually printing a
report, we shall proceed, first printing the report using the
labels format and then the tables format.

File: INVENTORY PRINT THE REPORT Escape: Report Format
Report: LOCATION.LABELS
Selection: All records
Where do you want to print the report?
) ImaSeerter
2. EPSON
3 The screen
4 The clipboard (for the Word Processor)
5. A text (ASCII) file on disk
6 A DIF (TM) file on disk
Type number, or use arrows, then press Return 531K Avall.

Figure 4-11. The Screen Showing The Select A Printer Optlons.
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a. Printing The Report In Labels Format.

(1

(2

(3

Press the OPEN-APPLE and the "P" keys at the same tlime.

The monltor screen now appears ldentlcal to the plcture
shown in Flgure 4-11.

Highllght the type of printer you have by using the
DOWN-ARROW key. Many Apple systems use the ImageWrliter
printer. If the type of printer Interfaced with your
gsystem ls not shown here, consult your Apple computer
instructlion book to obtaln directlions regarding how to
alter the computer configuration so that the printer you
have can be used. Also, consult your AppleWorks
instruction manual. A printer alteration procedure is
included as selectlon #6 of the "Other Options" menu,
reached through the AppleWorks "Main Menu.*

Press the RETURN key once. The monitor screen now looks
like the plcture shown In Flgure 4-12.

Flle: INVENTORY PRINT THE REPORT Escape: Report Format
Re?ortz LOCATION.LABELS
Selection: All records

While the printer ls running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pause

to continue printling

Type report date or press Return: 531K Avall.

Filgure 4-12.

(4)

The Monitor Screen After Selecting The Correct Printer.

Type the report date as directed on the screen. Flgure

4-13 shows the monitor screen after accomplishing this
task.
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File: INVENTORY PRINT THE REPORT E : e
Report i LOCATION. LABELS scape: Erase entry
Selection: records

Er e R e R e e R e R R S R R N R S SRS RIS E SRR E S RSN EER

While the printer iIs running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pausge

to continue printing

Type report date or press Return: 90MARO7 531K Avall.

Figure 4-13. The Monltor Showing The Report Date Typed.

(5 Press the RETURN key once and examine Figure 4-14.

File: INVENTORY PRINT THE REPORT Escape: Report Format
Report: LOCATION.LABELS
Selection: All records

While the printer iIs running
you can use these keys:

Escape to stop printing and
return to report formnat

Space Bar to pause
to continue printing

- . . - - — . - G S " D G G D D A D R E n D P D NP GE NP P MR NP D G - T v D S G et G AR D EE G0 G G0 e G G R G G G G SIS G5 TR G an S0 68 @ as e S S

How many coples? 1 531K Avall.

Figure 4-14. The Monltor Screen With The Report Date Entered.

(6) Select the number of coples you wish the computer to
print as follows:
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(a) Type the number desired.

File: INVENTORY REPORT FORMAT Escape: Report Menu
Report: LOCATION.LABELS
Selection: All records

3+ 3+ ¥ 3 3-3-+3-3 . f1 3 I 4t -+ttt 3+ ¥F 13+ 31+ -1 1+t ¢+t 3+ 3+t 3t 3+ -5+t +3 <+ 3+ F 31
DESCRI%*ION
QTY

STOR.LOCATIGN
------------------------ Each record will print 4 llineg---------eom—coooocaoo—-

Use options shown on Help Screen 3-7? for Help

Figure 4-15. The Screen After The Printing Operation Has Been
Completed.

File: INVENTORY Page 1
Report: LOCATION.LABELS 90MARO7?

MICROSCOPE
BINOCULAR
15

1-A-1

Figure 4-16. An Example Of The Printed Report.
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(b) Press the RETURN key once. Pressing the RETURN key
automatically causes the printer to begin printing,

provided It Is turned on, has paper, and so on.

Folicwing the printing, the screen appears as |t
does In Figure 4-15. An example of the printed

copy ls shown in Flgure 4-16.

b. Printing The Report In The Tables Format.
(1) Return to the print options as follows.

(a) Press the ESC key once. Thlis action takes you
to the Report Format selections menu.

(2) Select the "Get a report format option.* To do this:

Ca) Insure that the proper choice iIs highllighted., If
necessary, use the UP-ARROW key to accomplish the
task.

(b) Press the RETURN key once. The screen now looks
lilke the plcture shown in Flgure 4-17.

Eéég;thxsgxg¥EN LABELS REPORT CATALOG Escape: Report Menu

Current report formats:

1. SCI.DEP.INVENTORY
2. LOCATION.LABELS

—— EE EE n e GES e TS GE A MR WP AT B P P D G D DGR D P G b G D R G M G R R e e e D M G EL G EE S L G EE e G R LD TR MR WD R G G G AN G R GR M AR GD DGR AT S EL I S ED e e e M R e

Type number, or use arrows, then press Return 531K Avall.

Figure 4-17. The Monitor Screen With "Get a report format optlion"
Chosen.

(3) Select the tables format made earlier as follows:
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ile: INVENTO REPORT FORM Escape: Report
oo N TR INVENTORY AT pe: Report Menu
Selection: All records

--> or <-- Move cursor é-J RI t Justify this category
> 4@ < Switch category positions é-K Detline a calculated categorY
--> @ <-- Change column width S—N Change repor name and/or title
d-A Arrange (sort) on this category -0 Printer options
d-D Delete this cateqor¥ é-P Print the report
4-G Add/remove group totals 3-R Change record selection rules
8-1 Insert a prev. deleted category 8-T Add/remove category totals
I{EM NAME DESCRIPTION QTY SEOR .LOCATIO g
MICROSCOPE BINOCULAR 15 1-A-1 n
WRENCH BOX, 1/74-20 6 2-B-3 g
Use optlons shown above to change report format 531K Avall.

Figure 4-18. The Screen After Returning To The Previously Constructed
Tables format.

File: INVENTORY PRINT THE REPORT Escape: Report Format
Report: SCI.DEP.INVENTORY
Seiec tlon. All records

T e e e e T e e N R R R R S A S N L NI S S SRR EE S EISETESx

Where do you want to print the report?

% Imaaeerter
3 The screen
4 The cllipboard (for the Word Processor)
5 The clipboard (for Mail Merge)
6 A text (ASCII) file on disk
7. A DIF (TM) flle on disk
Type number, or use arcows, then press Retucn 531K Avall.

Figure 4-19. Printer Select Request.

(a) Highlight the proper report title using the ARROW
keys.
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(b) Press the RETURN key once. The monltor screen
changes to appear |lke the example iIn Flgure 4-18.

(4) Slince we are not, lnterested iIn exploring the varlous
print optlons, press the OPEN-APPLE and the “P" keys at
the same time. Thlis actlon moves you to the select
printer menu (see Flgure 4-19),

(5) Use the ARROW keys to select the proper printer and then
press the RETURN key once. Thlis brings you to the
gelect date request (see Flgure 4-20).

Ile: INVENTBEY
e?ort: SCI.DEP.INVENTORY
Selectlon: All records

PRINT THE REPORT Escape: Restore former entry

=====-—=====:====-========-===============-========-=ﬂ=—_====== S SEEEOIESNEENIIECES

While the printer |8 running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pause

to contlinue printing

- o SE = G GE G G G G G G S G = G D EE = e G M GOV GEP LN R G R P W G G G G G G G G G G S SN GE G G G G G S G MR G G R G S G G S G G G G G G GE G e G0 G0 o G 68 G S5 e

Type report date or press Return: 531K Avall.

Figure 4-20, Select Date Request.

(6) Type the date and press the RETURN key once. You are
now in the number of copies request (see Figure 4-21).
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Flle: INVENTORY PRINT THE REPORT Escape: Report
Report : SCI.DEP.INVENTORY ape: Report Format
Selectlion: All records

While the printer is running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pause

to continue printing

How many coples? 1 531K Avall.

Figure 4-21. Number Of Coples Request.

File: INVENTORY Page 1
Report: SCI.DEP.INVENTORY 9CMAROS
ITEM NAME DESCRIPTION QTY STOR.LOCATIO

MICROSCOPE BINOCULAR 15 1-A-1

WRENCH BOX, 1/74-20 6 2-B-3

Figure 4-22. The Screen Showing An Example Of The Printed Report.

(7> Type the number of coples and press the RETURN key once.
The printer will automatically begin to print (providing
it Is energized and setup correctly).
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(8) Return to the "Report Menu" by pressing the ESC key
once. Your screen will appear like the example in
Figure 4-24. ‘You can now print the report again in
elther format 1f you wish to do so.

Fille: INVENTORY REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

ITEM NAME DESCRIPTION __ QTY STOR.LOCATION_
MICROSCOPE - BINOCULAR TToo18 1-A-1
WRENCH BoROCYLAR 6 2-B-3

Type entry or use & commands 7 ¢-7 for Help

Figure 4-25. The Monitor Screen After Returning To The Data Base
Fille.

(9) Press the ESC key once (again) to return to the data base
file. Your monitor screen will appear similar to the
picture shown in Figure 4-25. It iIs now possible to
enter additional data in the file and do other work on
the flle.
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(a) An example of the printed report iIs shown In Flgure
4-22.

(b)Y Following the completiGi ~f the printing tawuk, the
screen will apgpear simllar to the exargie shown In
Figure 4-Z:,

LTS

File: INVENTCRY e REPORT FORMAT Escape: Report Menu
Re?ortz SCJ .DEP. INWL:: "0k
Selection: All reocvris
====.'.===========.B===IB==-==f8=8===========I=======ﬂ=========ﬂ=============8======
--> or <-- Move cursor | Rl?ht Justify this category

> & < Switch category positions 6-K Define a calculated categorY
--> ¢ <-- Change column width éd-N Change report name and/or tltle
3-A Arrange (sort) on this category -0 Printer optlions
é-D Delete this categor &-P Print the report
3-G Add/remove group totals 3-R Change record selection rules
@-1 Insert a prev. teleted category a-T Add/remove category totals

IEEH NAME D§SCRIPTION QEY SEOR.LOCATIO %
MICROSCOPE BINOCULAR 15 1-A-1 n
WRENCH BOX, 1/74-20 6 2-B-3 g
Use optlons shown above to change report format 531K Avall.

Figure 4-23. The Monltor Screen After The Printing Task Is Complete.

File: INVENTORY REPORT MENU Escape: Revlew/Add/Change
Report: SCI.DEP.INVENTORY - v g

===============================================================================
1. Get a report format
2. Create apnew “tag?es“ format
3. Create a new "labels" format
4., Duplicate an exlsting format
5. Erase a format
6. Keep working with current format
Type number. or use arcows, then press Retucn 531K Avall.

Figure 4-24. The Monltor Screen After Returning To The “Report Menu."
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CHAPTER FIVE
EXERCISING DATA BASE PRINT OPTIONS
INTRODUCTION

A number of different printing options can be exercised using the
AppleWorks program. The procedures users follow to execute those
options are explained In this chapter.

T
E
P
S DIRECTIONS

01. In The Beginnina. There are two types of formats that can be
used when printing AppleWorks data base files: labels, and tables.
The print optlions are somewhat different for each format. The labels
format |s discussed first. If you wish to print your file In a tables
format and are interested iIn the print optlons for that format,
proceed directly to Step 03. Bring the flle to be printed to the
Desktop. Your monitor screen will appear simllar to the example shown
in Figure 5-1.

File: DOC.LIBRARY.007 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US

00963 WP SCHEDULE Sclence 89SEP Osner 89AU 000120¢ Priority All Korea sc
00964 WP Inservic Boulder Reque Achenb 89AU 000120( Memo ROSALIE BOHN
00965 WP Inservic Boulder Reque Bohner 89AU 000120¢ Memo SALLY YOSHID
00966 WP Inservic Boulder Reque Nissen 89AU 000120¢ Memo TERRY BARBER
00967 WP Inservic Boulder Reque Schlen 89AU 000120¢ Memo SUE RUSSEL-2
00968 WP Inservic Boulder Reque Schlen 89AU 000120¢( Memo MERLE HORN-T
00969 WP Inservic Boulder Reque Schlen 89AU 000120¢( Memo LINDA MC CLE
00970 WP Inservic Boulder Reque Schlen 89AU 000120( Memo JANICE CASTR
00971 WP Inservic Boulder Reque Schlen 89AU 000120¢( Memo RAMONA TEMPL
00972 WP Ingservic Boulder Reque Schlen 89AU 000120( Memo KATHLEEN SWE
00973 WP Inservic Boulder Reque Schlen 89AU 000120¢ Memo JANET SHIGA-
00974 WP Inservic Boulder Reque Schlen 89AU 000120( Memo ELENOR UNRUH
00975 WP Inservic Boulder Reque Schlen 89AU 000120¢ Memo JIM PRICE-ZA
00976 WP Inservic Boulder Reque Schlen 8%9AU 000120¢( Memo DAVE ROMPRE-
00977 WP Inservic Boulder Reque Schlen 89AU 000120¢ Memo ESTER GOLDE-
Type entry or use ¢ commands ¢-? for Help

Flgure 5-1. The Monltor Screen Showling A Data Base Flle.

02. Labels Format. Exerclise the data base print optlion as follows:

a. Press the OPEN-APPLE and the “P" keys at the same time.
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b. Select the option #3, “Create a new "Labels" format," from
the "Report Format® menu. To do this:

(1> Highlight the optlon.

File: DOC.LIBRARY.007 NAME THE NEW REPORT Escape: Report Menu
Report: None

s —— G f— A —- by S A S A P S ) Gy Said G S S G S S S SuD St S St ST SIS G St G S S e S S G S G e S S e S e S e S G S S e A S SR SR SR TR I IRt IS I mE T EIL s

Type a name for the report: 490K Avall.
Figure 5-2. Monlitor Screen With The Labels Option Selected.

File: DOC.LIBRARY.007 NAME THE NEW REPORT Escape: Erase entry
Report: None

—--—._—_————.—-.-———.—.——————-—--—-—_——_——_——--_—..._-.—.-—--——————————————-.—_——-——--—---

Type a name for the report: LABELS_ 490K Avall,

Figure 5-3. Labels Format After The Report Has Been Named.
(2) Press the RETURN key once. Following the procedure, the

monitor screen should appear similar to the example
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shown In Flgure 5-2.
¢. Report Naming.

(1) Type the report name. Your screen now appears similar
to Figure 5-3.

(2) Press the RETURN key once and then examine Figure 5-4.

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS

Selection: All records

e ey 1T v r T v T ¢+ ¢+ 3+ 4+ + %4 +- 3+ ¢+ + 3 ¢+ + 3 3§+ 34—+ -+ ¢ 22
e e e e e e e e e e e e T e T e e e e e e e e e S e R N E T e e e e e e an S TS S = n TR D G G D M T S e ST S ST S S S — e —

DATE:

DISK NO:

DOC. FORM:

DOC. RCVR/USER:

- e T - o S . v G D G S EE G G e G G AR G G G G R G G . S G G G SRR TR MR WD WS W GIF G G N e G SN G G @D e S S GE G G AR e G @R W G0 Gn = e e wm e an s s a0

Use options shown on Help Screen ¢-? for Help

Figure 5-4. The Monltor Screen After Enterlinga The Report Name
d. Selecting Print Options. There are two types of options
which can be used here. First, we’ll examine alteration in
the flelds or categories you see on the screen In Flgure 5-4.
(1) Category alteration.

(a) Arrangement.
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Fille: "DOC.LIBRARY.007 ARRANGE (SORD)Y Escape: Report Fo
e SOV ABEES ARKANULE p ep Format
Selection: All records

This flle will be arranged on
this category: DOC. NO:

Arrangement order:

1. From A to 2
2. From Z2 to A
3 From 0 to 9
4 From 9 to O
Type number, of use arrows, then press Return 490K Avail.

Figure 5-5. The Screen After Selecting The Arrange Functlion.

i. Press the OPEN-APPLE and the "A' keys
at the same the. The monitor screen changes
to appear like the example shown in Flgure
5-5. Note the top of the screen! The way

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selection: All records

— . —e O A M e G SR GE EE e . G G S e G G oo T S0 G am S s W D A S S —— A S D R G G GEE G SEm D G G D D A S S e D G S S0 G0 G Gm SN e G S AR S G G e AR S CES S0 G S S s G o0

Use options shown on Help Screen @-? for Help

Figure 5-6. The Screen After Completing The Arrangement Function.
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the file will be arranged ls indicated there.
In this case, the flle will be arranged on the
DOC.NO. category. It will subsequently be
printed according to that arrangement.

i1, Press the DOWN-ARROW key 3 times to highlight
the "9 to 0" option.

Iii. Press the RETURN key once (see Figure 5-6).

lv. Press the OPEN-APPLE and the *2" keys at the
same time. The screen will appear simlilar to
the plcture seen in Flgure 5-7, indicating
that the file has been rearranged such that
the first fille to be printed will be the one
shown on the screen.

Flle: DOC.LIBRARY.QO07 REPO FORMAT E :

Re?ort: ¢iLIDR PORT scape: Report Menu
Selection: All records

Inservice

Boulder su.amer 1989 course ‘
Request to share materlals among fellow teachers
Schlenkcr/Davis
89AUG23
gggiZO(AppleWOrks) side 2
o
CAROLYN DECKER-ARNN

——— > e - . . =t AN S St At T M I G G D P G e G SR Su v S S SED SR S Gm TED Mmt Smt N Sm Gt GMS e GO WNE TP MR dve v G St v G G D 64 Gt A S TR S S G e SRS MR e g S S S LS G Gme S s SES G S e o

Use options shown on Help Screen &-? for Help

Flgure 5-7. The Screen After Rearrangement And Exerclse Of The
OPEN-APPLE-Z2 Functlon.

V. The flle can be arranged also while |t appears
as it pregently does on the screen. Press the
DOWN-ARROW key several times to place the
cursor under the flirst letter in the “AUTHOR*
category (may be done in this format or the
original format - to return to the other
format, press the OPEN-APPLE and the "Z" keys
at the same time).




il DO ARY.007
e?gétz EABEEE ARRANGE (SORT) Escape: Report Format
Selectlion: All records

This file will be arranged on
this category: AUTHOR:

Arrangement order:

1 From A to 2
2 frang ol
4. From 9 to O
E;SS'EG&BEEj'SE'G;;’EEEEGSﬁ Ehen press Return 522K Avall.

Figure 5-8. The Screen Showling The Arrange Function.

vi. Press the OPEN-APPLE and the "A" keys at the
same time. The screen changes to appear
similar to the monitor screen shown in Flgure
5-8. Note at the top of the screen that the
user is told the category will be arranged cn
the "Author* category.

File: DOC.,
Report: LA
Selection:

ARY.007 REPORT FORMAT Eascape: Report Menu
records

-t 3 F 3+t ——_-—_-_=——=_-—-===_-=—___==_-_--—==—_=—-==="“—==_—=-—==-_=—_—__-=_-===—_==-—-—=——.——==—-=_-—_—-=———_—-

Inservice

Boulder summer 1989 course

Request to share materials among fellow teachers
Aghenbach

89AUG23
000120CAppleWorks) side 2
Memo

JANET SHIGA-ARNN

s o - - S G A - S G - G et Gm S G M D P G A GE G G G G G R S G G W G G G D G D G G G} G G D G G EE G G WD @ G G G e D G G G G S Gk S G S S A G S G o S5 e

Use options shown on Help Sc.'een ¢-? for Help

Filgure 5-9. The Screen After Exerclsing The Arrange “A to Z’ Optlon.
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vii. Make sure the "A to 2" option is highlighted

and then press thc RETURN key once. Note the
way the screen now appears. It shows the

first record of the file that will be printed
(see Figure 5-9).

viii. Press the OPEN-APPLE and the "Z" keys at the
game time to return to the labels format (see
Figure 5-10).

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selectlion: All records

NO:

Use optlions shown on Help Screen 3-? for Help

Figure 5-10. Screen After Return To The Labels Format.
(b) Delete.

i, Press the DOWN-ARROW several times until the
cursor is under the first letter in the DISK
NO. category.

i1. Press the OPEN-APPLE and the "D" key at the
same time. This action deletes the DISK NO.
and leaves a blank space where the category
was (see Figure 5-11). When the file is
printed, a blank space appears where the field
was removed. The category, however, has not
been lost from the computer memory and can be
reinserted 1f a mistake has been made. If you
want to see the way a flle record will look
when It Is printed, press the OPEN-APPLE and
the "Z2" keys at the same time.
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File: DOC.LIBRARY.007 REPORT FURMAT Escape: Report Menu
Report: LAB

LS
Selection: Ell records

Tt 3T T 1 3 -+ -+t 1ttt - o+t R EOEENMOSED IR

. G . . G . TUD Gn G G S = — - - " - - - . —— T G G G G G TES ke G D P G G G G RO S G G e S G P N N G I EEP G G S Gae Gt G G SN SED GN G SU Gt SN G SR S8 S s S

Use options shown on Help Screer 3-? for Help
Figure 5-11. The Monltor Screen After Deleting The Disk No. Fleld.

(c) Insert.

i. Press ‘he OPEN-APPLE and the "I" keys at the
same time. The *Insert' menu appears on the
screen (see Flgure 5-12).

File: DOC.LIBRARY.007 INSERT A CATEGORY Escape: Report Format
Report: LABELS
Selection: All records

======-================-=======‘========================S======================

1. DISK NO:
2. A spaclng lline above cursor position
3. A spacing line below cursor position

-—--—_—-——-—-——-—-————--_-———-—————-—---——-_——————--——-——-———_—-—-—————_—-————————-_——

Type number, or use arrows, then press Return 522K Avall.

Figure 5-12. The Insert Menu.
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111. Make sure the words, DISK NO. are highlighted

and press the return key once. The monitor
acreen now looks like the plcture in Figure

5-13. This means all categories will be
printed when the file Is finally printed.

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: BEL

Selection: All records

—’==-—==—-===——=======—_——-—=——_--—=="“-—_—-—"'——_-===—"—"—""‘——"’—"==_"—"===_‘-_-=_-'—' T R ERREEEREEE

Use options shown on Help Screen ¢-? for Help

Figure 5-13. The Monitor After Reinserting The DISK NO. Category.

File: DOC.LIBRARY.007 INSERT A CATEGORY Escape: Report Format
Report: LABELS
Selection: All records

===================================8======================================='—"===
i. A spacin e above cursor position
2. A spacin e below cursor position

QaQ
e Pure
a33

Type number, or use arrows, then press Return 522K Avalil.

Figure 5-14. The Insert Menu.
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iv. Position the cursor under the AUTHOR category
and press the OPEN-APPLE and the “I" at the

game time (see Figure $5-14).

ARY.007 REPORT FORMAT Escape: Report Menu
records

File: DOC.L
Report: L?B

IBR
ELS
Selection: All

R e R S e e e e R L e R R S T S S e s eSS EREE=s

TITLE:

AUTHOR:

TE:

ISK NO:

C. FORM:

DOC. RCVR/USER:

Use options shown on Help Screen 3-7 for Help

Figure 5-15. The Screen With A Space Inserted Following The AUTHOR
Category.

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selectlion: All records

Use options shown on Help Screen ¢-? for Help

Figure 5-16. The Monitor After Removing The Previously Insert d
Space.
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V. Compare Figure 5-14 wiih Filgure 5-12. Now,

higyhlight the, “insert a space below, option,"
press the RETURN key once and look at Flgure

5-15. Notice that a space has been lnserted
pelow the AUTHOR category. When the file |s
printed, each record will have a space below
the AUTHOR category.

vi. Move the cursor down one space with the
DOWN-ARROW key. The press the OPEN-APPLE and
the "D" keys at the same time. The space |is
deleted and the monitor screen appears 1lke
the picture shown In Filgure 5-16.

(c) Print category name and entry.

i. Press the OPEN-APPLE and the "V' keys at the
same time. The screen now appears similar to
the example shown in Figure 5-17, with the
category entry printed following the category
name. This means that the when the flile |Is
flnally printed, the category name will be
printed before each entry in thlis category.
You may see the way the actual print will
appear by pressing the OPEN-APPLE and the "2"
at the same time. '

File: DOC.LIBR
Report: LABELS
Selection: All

ARY.007 REPORT FORMAT Escape: Report Menu
records

DOC. HNO:
DOC. TYPE:
KEY WORD:

E
OR:: Achenbech

- - . B - . - =D - - = Y B - - - = — - . v Gt D GED 4 .o MR Ain e M Gem Ghn SRS A G et D Mt dvin Gen e D Gen S D M S D D R SIS GED e M M e S en . N et S ey

Use options shown on Help Screen 4&-? for Help

Figure 5-17. The File After Inserting The First Category Name.

li. To Insert the category names so they will be
printed before additional categories, repeat
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the OPEN-APPLE-V process with the cursor below
the first letter of the category where you
want the name printed.

(d) Record selection rules.

i. Press the OPEN-APPLE and the "R* keys at the
same time. The screen appears simlilar to the
one shown in Figure 5-18. This procedure
allows selection of the rules by which the
records are selected for printing in the flinal
report. If this option Is not used, all
records in the flle will be printed in the
final report.

File: DOC.LIBRARY.Q07 SELECT RECORDS Escape: Report Format
Report: LABELS

Selection:

“1. DOC. NO o T I

2. DOC. TYPE:
3. KEY WORD:

JE

S. TI$ E

. AU ?
| ¢

OV~
oo
OO~
QW

Type number, or use arrows, then press Return 522K Avall.
Figure 5-18. Records Selectlon Rules Option Selected.

i1. Use the DOWN-ARROW key to highllght the AUTHOR
category.
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Flle: DOC.LIBRARY.007 SELECT RECORDS Escape: Repnrt Format
Re?ort: LAB&&S
Selection: THOR:
-:n:z==au"..=======-=a-======-============az:n==========-====¢==a-==========n:==n===
i. equals
2. |s greater than
3. Is less than
4, 18 not equal to
S. 1Is blank
6. 13 not blank
7. contalns
8. begins with
9. ends with
10. does not contain
i1i. does not begln with
12. does not end with
Type number. or use arrows, then press Retucn 522K Avall.
Flgure 5-19. The Monitor Screen After Selecting A Selection Rule
Category.
f{i11. Press the RETURN key once. The screen appears
similar to the one shown in Figure 5-19. Note
that AUTHOR or whatever category you have
chosen appears at the top of the screen.
Flle: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format

Report: LABELS
Selectlon: AUTHOR: equals

___.__-—-....———----——.————-——————---——-------.—--———.——--——-—--———--...—---——-.—..a——--—-—_

Type comparlison lInformation:
Flgure 5-20. The Screen With "equals" Selected.
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lv. Make sure that “"equals" is highllghted and
press the RETURN key once C(any selectlon
category could have been selected here by
using the DOWN-ARROW key to highllight |t and
then pressing the RETURN key). The monltor
screen changes to appear similar to that seen
In Figure 5-20. Note that the word "equals*
appears at the top of the screen.

v, Type the comparlison information In the space
provided at the bottom of the monitor screen.
Flgure S5-21 shows an example of that type of
information.

Flle: DOC.LIBRARY.007 SELECT RECORDS Escape: Erase entry
Report: LABELS

Selection: AUTHOR: equals

Type Comparison Informatlon: OSNER 622K Avall.

Flgure 5-21. Monltor Screen With Comparison Information Typed.

vi. Press the RETURN key once (see Flgure 5-22) to
enter the comparison information. Notlice the
complete selectlon rule now appears at the top
of the screen. Thlis Indicates the computer
will use this rule as a criterion for
selection of the records to be printed.
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File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals OSNER

Type number, or use arrows, then press Return 525K Avall.

Figure 5-22. The Monitor Screen After The Comparison Informatlon Has
Been Entered.

Flle: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selection: AUTHOR: equals OSNER

Ol
'olel

oo 3nxd
O C—C

ﬁM:
DOC. RCVR/USER:

Use optlons shown on Help Screen &-? for Help

Flgure 5-23. The Monlitor Screen After Drafting One Selection Rule And
Exiting The Selection Rule Option.

vii. Second Sselectlion rule. A second selection
rule may be added or the rule selectlion
option exited. Press the ESC key once. The
screen appears simlilar to the example In
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Figure 5-23, and only one rule will be used In
the final selection of records to be printed.

File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals OSNER

Select all records? No Yes

Figure 5-24. Reentering The Rule Selection Optlon.

viil. To reenter the selection rule option, press
the OPEN-APPLE and the "R" keys at the same
time. The monitor screen will appear
identical to theone shown iIn Flgure 5-24.

File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
ge?org' LABELS
electlon:
1. DOC. NO:
2. oC. PE:
3. KEY WORD:
4, SUBJEC
S. TITLE
6. AUTHOR
7. DATE:
8. DISK NO:
9. DOC. FORM:
10. DOC. RCVR/USER:
Type number, or use arrows, then press Return 492K Avall.

Figure 5-25. The Rule Selection Procesas Reentered.
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File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
Re?ort: LABELS
Selection: AUTHOR: equals OSNER
i. ard
2. or
3. through
Type number, or use arrows, then press Return 490K Avall.

Figure S5-26. The Original Selection Rule Reentered.

ix. Select the NO option by pressing the RETURN
key once. The screen changes to look 1like
that seen in Fligure 5-25. Note that the
original selection rule which was printed at
the top of the screen, has disappeared. If
you want to use the original rule, It must be
entered again (see Flgure 5-26).

X Enter a second selection rule. The process is
the same as It was for the first rule. klgure
5-27 ls an example of the screen after the
second selection rule has been entered. Again,
the rule selection process may be exited by
by pressing the ESC key once. If it is
exited, two rules will be used to select
records for inclusion when the report |is
printed.
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Flle: DOC.LIBRARY.007 SELECT RECORDS Escape: Report
Report: LABELS CT ape: Report Format

Selection: AUTHOR: equals OSNER
or AU%HOR: eguals SCHLENKER

it 2 ¢ -3 1 3 3-2-2- 2241 1 R N e e R e T S S e R R S R ORI IS EE R DR

i. or
2. through

— — - A M e D e e e D D A D G e D G S S e D D T D M WD TP S G D D D D S S S S e e e e S A S G e 5 SRS D e e oS S e

Type number, or use arrows, then press Return 522K Avall.
Figure S5-27. Two Selection Rules Entered.

%1. To use three selection rules, you simple
follow the process through three times. ’
Figure 5-28 shows the monlitor screen after
entering three selection rules.

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS

Selection: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contains DAVIS

——-————-.—.-——_—————-——-..._———-—.....———-——--_————————————————————————--——-—.-———¢-———————

Use options shown on Help Screen 4-? for Help

Flgure 5-28. The Monltor Screen Showing Three Record Selection Rules
Entered.
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(2) Selectlng printer options. Press the CPEN-APPLE and the
“P* keys at thr same time. The monitor screen now shows
the *PRINT THE REPORT" menu (see Fligure 5-29).

File DOC.LIBRARY.007 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contains DAVIS
Where do you want to print the report?
1. Imageerter
2. EPSON
3. The screen
4. The cllipboard (for the Word Processor)
S. A text (ASCII) file on disk
6. A DIF (TM) flle on disk
Type number. or use arrows, then press Return 492K Avall.
Figure 5-29. The "Print The Report" Menu.
(a) "The Screen® option.
File: DOC.LIBRARY.007 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contalins DAVIS
While the printer is running
you can use these keys:
Escape to stop printing and
return to report format
Space Bar to pausge
to continue printing
Type report date or press Return: T 492k Avall.

Figure 5-30. The Monitor Screen Showing The Clrst Step In “The Screen"
Option.
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l. Press the DOWN-ARROW key to hlighllight "The
Screen' option.

il. Press the RETURN key once. The monlitor screen
now looks as does the example In Filgure 5-30.

File: DOC.LIBRARY.007 PRINT THE REPORT Es : R t
Report: LABELS cape eport Format

Selection: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER
o AUTHOR: contalins DAVIS

e e e e R S T R N I R e N R N R R E S NS REEESESRmEEEss

While the printer is running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pause

to continue printing

Type report date or press Returnt 90MAROS 522K Avall.

Figure 5-31. Report Date Typed.

ii1i. Type the report date (see Flgure 5-31).

File: DOC.LIBRARY.007 Page 1
Report: LABELS 90MAROS
Selection: AUTHOR: equals OSNER

or AUTHOR: equals SCHLENKER

or AUTHOR: contains DAVIS
00977
WP
Inservice

Boulder summer 1989 course

Request to share materials among fellow teachers
AUTHOR:: Osner

89AUG23

000120¢AppleWorks) side 2

Memo
ESTER GOLDE-ARNN

Press Space Bar to contlnue 522K Avall.
Figure 5-32. Example Of A Report Printed To The Screen.
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iv. Press the RETURN key once. The Screen now
shows the report on the screen exactly as the
printer will print it. This option allows you
to look at your report without having to print
it, thereby saving paper (see Figure 5-32).

glle:tpogﬂgéBRhRY .007 REPORT FORMAT Escape: Report Menu
Sele ti on: AB* : equals
orc AU HS : equals ggﬂEﬁNKER
or AUTHOR: contains D
DOC. TYPE:
KEY WORD:
SUBJECT:
TITLE:
AUTHOR:: Osner
DATE:
DISK NO:
DOC. FORM:
DOC. RCVR/USER:
------------------------ Each record will print 10 llneg--~-—=---ccvoccc—eeee——-
Use optlons shown on Help Screen ¢-? for Help
'Tlgure 5-33. The Monltor Screen After Exiting The Print To The Screen
Optlion.
V. Suppose you want to !nake a change in what you

gee! Let’s say you want eliminate the report
header. Press the SPACE-BAR once. The
program takes you back to the position in
which you were prlor to exerclising the
OPEN-APPLE-P optinn (see Figure 5-33.

vi. Press the OPEN-APPLE and the “0" (Print
Options) keys at the same time. The program

now shifts to print options as shown iIn Flgure
5-34.
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Elle. DOC. %éERARY .007 PRINTER OPTIONS Escape: Report Format
eport: LA

------- Left and right marging--~==---- ------Top and bottom mar?lns--—---—
PW: Elaten Wldth 8.0 lnches PL: Paper Length inches
LM: Lef arglin 0.0 inches Tﬁx Mar 0.0 inches
RM: Right Marglin 0.0 inches BM: Bottom 0.0 Inches
Cl: Chars per Inch 10 LI: Lines per nch 6
Line width 8.0 Inches Printing length 11.0 inches
Char per llne (est) 80 Lines pgr page 66
-------------------- Formattln? optlons--------------------
SC: Send Speclal Codes to pr nt No
PD: Print a Dash when an entry s blank No
PH: Print report Header at top of each page Yes
OL: Omit Line when all entries on line are blank Yes
KS: Keep number of lines the Same within each record Yes
Type a two letter optlion code 522K Avall.
Figure $-34. Print Optlons Menu.
vili. Type PH (see Flgure 5-35).
Flle: DOC.LIBRARY.007 PRINTER OPTIONS Escape: Erase entry
Report LABELS =
838:::8‘:‘8’..8:-.=8========-‘=I“-8=-===ﬂﬂ83-=B====:.==&==‘="=====——="‘====—==
------- ing-—=---—- -——---Top and bottom marging-------
: Ia%:ft and cight marg % 0 inches PL: aper ength 11.0 inches
Eg: Ee Harq? 0.0 inches TM: To g 0.0 inches
RM: nght Margln 0.0 Inches BM: Bo tom ar? n 0.0 Inches
CI: Chars per Inch 10 LI: Lines per 6
Line width 8.0 Inches PTIntlng length 11.0 Inches
Char per line (est) 80 Lines per page 66
-------------------- Formattln? optlong------=--=v--ecec---=
SC: Send Speclal Codes to print er No
PD: Print a Dash when an entry !s blank No
PH: Print report Header at top of each page Yes
OL: Omit Line when all entrleg on line are blank Yes
KS: Keep number of lines the Same within each record Yes
Type a two letter optlon code PH 522K Avall.

Flgure 5-35. PH Sectlon of The Print Optlons Typed.
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ix. Press the RETURN key once. Compare the screen
now with the monitor screen shown in Flgure

Fille: DOC.LIBRARY.O007¢ PRINTER OPTIONS Escape: Report Format
Report: LABELS .
------- Left and right marging-------- -----=Top and bottom mar?lns-—-———-
Ew: Elateﬁ Width 8.0 Inches PL: Paper Length .0 Inches
M: Left Margin 0.0 inches TM: To Marﬂln .0 Inches
RM: Right Margin 0.0 Inches BM: Bottom ar?ln 0.0 Inches
Cl: Chars per Inch 10 LI: Lines per Inch 6
Line width 8.0 iInches Printing length 11.0 Inches
Char per line (est) 80 Lines per page 66
-------------------- Formatting optiong----=------oo-ee———-
SC: Send Speclial Codes to printer No
PD: Print a Dash when an entry is blank No
PH: Print report Header at top of each page No
OL: Omit Lir2 when all entries on llne are blank Yes
KS: Keep number of lines the Same within each record Yes
Type a two letter option code 522K Avall.
Figure 5-36. The Change In PH Category.
File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selectlion: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contalins DAVIS
DOC. NO:
DOC. TYPE
KEY WORD:
SUBJECT:
TITLE:
AUTHOR:: Osner
DATE:
DISK NO
DOC. FORM:
DOC. RCVR/USER
------------------------ Each record will print 10 lines----—----v=-—-ccoccocw—e-
Use options shown on Help Screen &-? for Help

Figure 5-37. Pre-Print Option Locatlon.
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5-34. Notlice that the wording changed from
"“Yeg" to "No* following the "PH" category (see

Figure 5-36).
X Press the ESC key once. The program returns
you to the pre-print option locaticn (Figure
5-37).
File: DOC.LIBRARY.007 PRINT THE REPORT Eszape: Report Format
Report: LAB b%
Selectlion: HOR: equals QOSNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contains DAVIS
Where do you want to print the report?
1 Imageerter
2 EE N
3 The screen
4 The cllgboard (f?r the Word Processor)
) A text C(ASCII) file on disk
6 A DIF (TM) fille on disk
E;BZ'BGE\B;ET'BE'G;;'ZFEB&;T"EE;;'SE;;;'E&EGE;‘““"'“""““"'BEEE'SCZITT“

Flgure 5-38. The PRINT THE REPORT Option Reentered.

xl. Press the OPEN-APPLE and the *P" keys at the
same time to reenter the PRINT THE REPORT
option (see Flgure 5-38).
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0097
wP
Inservice

Boulder summer 1989 course

Ra@ueet to share materials among fellow teachers
AUTHOR:: Osner

89AUG23

0001

Mem

~J

20C(AppleWorks) side 2
ESTER GOLDE-ARNN

Press Space Bar to contlnue 522K Avall.

Filgure 5-39. The Modlfled Report.

File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LABELS

Selection: AUTHOR: equals OSNER
or AUTHOR: equals SCHLENKER

or AUTHOR: contains DAVIS
DOC. NO:
DOC. $
KEY WORD:
SUBJE :
TITLE:
AUTHOR:: Osner
DATE:
DISK NO:
DOC. FORM:
DOC. RCVR/USER:
------------------------ Each record willl print 10 lineg------=-ccccceeccvw—-——
Use optlons shown on Help Screen 8-? for Help

Figure 5-40. The Monltor Showing The Pre-Print Option Phase.

xil. Highlight "The Screen" and press the RETURN
key once. The screen now shows the report
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printed to the screen as It will look on paper
with the PH change lncorporated (see Flgure
5-39).

x111. Press the SPACE-BAR once to return to the
pre-print option phase (see Figure 5-40).

xiv. Press the OPEN-APPLE and the "P* keys at the
game time. You have returned to the PRINT THE
REPORT menu (see Flgure 5-41).

File: DOC.LIBRARY.007 PRINT THE REPORT Escape: Report Format
Report: LABELS

Selection: AUTHOR: equals OgNER
or AUTHOR: equals SCHLENKER
or AUTHOR: contalns DAVIS

Where do you want to print the report?

1. ImaBeerter
2. EPSON
3. The screen
. The cllipboard (fog the Word Processor)
5. A text (ASCII) file on disk
6. A DIF (TM) file on dis
Type number, or use arrows, then press Return 522K Avall.

Figure S5-41. The PRINT THE REPORT menu.

XV. If you highlight the “The clipboard (for the
Word Processor)* and press the RETURN key
once, your screen will appear llke the exampie
in Figure 5-42. This route must be taken if
want to move your data base file into a word
processing flle. You might do this 1f you
needed to use the information from the data
base flle In a written report.
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Flle: DOC.LIBRARY.007 PRINT THE REPORT
Re?ortz LABE -

Se

o

Escape: Report Format
ection: 2 %HOR: equals OSNER

r UTHOR: equals SCHLENKER
or AJUTHOR: contalns DAVIS

The report is now on the cllipboard,
and can be moved or copled into Word
Processor documents.

Press Space Bar to contlnue S20K Avall.

Figure 5-42. The Monlitor Screen After Printing The Data Base Fille To
The Cllpboard.

Flle: DOC.LIBRARY.007 PRINT THE REPORT Escape: Report Format
Repoi't: LABEL
Selectlion: RU HOR: equals OSNE§N

or UTHOR: equals SCH KER

or AUTHOR: contalns DAVIS

wWhile the disk I8 running
you can use these keys:

Escape to stop printing and
return to report format
Space Bar to pauses

to contlinue printing

—a——.a———_——-—--—-—.--———————--._—--_-a_-—_—---_——-—-—-—--—---—--——-.————-—--—--_-——-—m

Pathname? 520K Avail.

Filgure 5-43. The Monitor Screen Showing The Results Of Selectling The
ASCII Print Optlon.
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xvi. If you highlight the "A text (ASCII> flle on
disk" option and press the RETURN key once,

the result will be the same as is seen In
Figure 5-43. Note the lower left corner of
the screen! The program requires you to
provide *pathname"' information before you
can proceed. Consult your AppleWorks users
manual for a discussion of “pathnames." If
you exercise this option and then want to
return to the PRINT THE REPORT menu, press
the ESC key once.

xvil. If you highlight the "A DIF (TM) file on
disk" option and press the RETURN key once
you’ll obtaln the results seen on the screen
in Flgure 5-44. 1If you exerclise this option
and then want to return to the PRINT THE
REPORT menu, press the ESC key once.

File: DOC.LIBRARY.007 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals QSNER

or AUTHOR: equals SCHLENKER
or AUTHOR: contains DAVIS

Wwhile the disk is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

D D v e SED Gt et e GED Gt IR G P GED VEE D st Gh GED P Gmt D GEP D GNP NS SED GED GED G EE SED S > e i Gt D SED D G e AL MED me GED Aem N SR St G4 M. Gt e GED D D D D GEP D GES D se D emt Ge ST ST WD MW G4 e SR S A WD G

Pathname? 520K Avail.

Figure 5-44. The Results Of Selectinyg The DIF Optlion.
xviil. Highlight the name of the type of printer you

are used with your computer. To do this, use
the ARROW keys.
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6%977

Inservice

Boulder summer 1989 course

Request to share materials among fellow teachers
AUTHOR:: Osner

89AUG23

000120¢(AppleWorks) side 2

Memo

ESTER GOLDE-ARNN

Flgure 5-45. An Example Report Printed In The Labels Format.

File: DOC.LIBRARY.007 NAME THE NEW REPORT Eacape: Report Menu
Report: None

=====--=============r=====================-============z==================u=====

_——...—-—.—-----—---———__—-m———--—--—-——----'—---_._.-————-——————------——__--—————————

Type a name for the report: 525K Avall.

Figure 5-46. Tables Format Selected.
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xix. Press the RETURN key once and follow the
directions l1isted on the screen to print your
report. The result will be similar the
example shown In Flgure 5-45.

03. Tables Format. Exercise the data base print option as follows:
a. Press the OPEN-APPLE and the *"P* keys at the same time.

b. Select option #2, "Create a new “"Tables" format," from the
“Report Format" menu by highlighting it.

c. Press the RETURN key once. Following the procedure, the

monltor screen should appear simllar to the example shown In
Figure 5-46.

d. Report Naming.

(1) Type the report name. Your Screen now appears similar
to Flgure 5-47.

Filet DOC.LIBRARY.007 NAME THE NEW REPORT Escape: Erase entry
Report: None

Type a name for the report: LIBRARY ENTRIES 526K Avall.

Figure 5-47. Tables Format After The Report Has Been Named.

(2> Press the RETURN key once and then examine Figure 5-48.
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Flle: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Re?ort: LIBRARY ENTRIES
Selectlion: All records
ZZ;=§r='<"_"_"'"§'5'Je cursor T T T fu thla aateaory

Rl?ht Justify this category
Detine a calculated categorY
Change report name and/or tltle
Printer options

Print the report

> @ < Switch category pogltions
-=> @3 <-- Change column wldth
¢-A Arrange (sort) on thls category
G-D Delete thls categor
&-G Add/remove group totals Change record Selectlon rules
d-1 Insert a prev. deleted category Add/remove category totals

-—----—------—-——--m-m—.“c———-———-—---.-—-—-.-----——-———-——-——--——--—-..--o-‘--—

0000'»00&
HDOOZRS

Dgc. NO: Dgc. TYPE: KEY WORD: S%BJECT: TéTLE: AgTHOR: De
00963 WP SCHEDULE Sclence Coor 89SEP07-15 Osner 8
00964 WP Inservice Boulder summ Request to s Achenbach 89
00965 WP Inservice Boulder summ Request to s Babcock 8
---------------------------------- mmm———e— e memmmme—mmm— e —— ===~ More --->
Use optlions shown above to change report format 492K Avall.

Flgure 5-48. The Monltor Screen After Entering The Report Name.

e. Selecting Print Optiong. Directions to the printer can be
dictated In two ways:

(1) Using the options shown to you on the screen.

(2) By pressing the OPEN-APPLE and the "0" keys at the same
time. We’ll examine the screen functlons flrst.

(3) Alterlng category wldths.

(a) Press the RIGHT-ARROW key several tlmes to move the
cursor to the AUTHOR category.

(b) Press and hold down the OPEN-APPLE key and while it
1s held down, press the RIGHT-ARROW key several
times. Your screen will appear simllar to the
plcture In Flgure 5-49.
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File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report

Report: LIBRARY ERTRIES P port Menu

Selection: All records

233Tor <= Move cursor . @-J 'ET%RE’]GSETZ;"EEE category
> @ < Switch category positions é-K efine a calculated catego

& <-- Change column width
Arrange (sort) on this category

r
a i Change report name and/or thle
g—g Delete this categor

é-1

é-N
-0 Printer optlions
{ ¢-P Print the report
Add/remove group totals ¢-R Change record selectlion rules
Insert a prev. deleted category &-T Add/remove category totals

DOC. NO DOC. TYPE: KEY WORD: SUBJECT: TITLE: AUTHOR:

00963 wP SCHEDULE Science Coor 89SEP07-15 Osner

00964 WP Ingservice Boulder summ Request to s Achenbach

00965 WP Inservice Boulder summ Request to s Babcock
--------------------------------------------------------------------- More --->
Use options shown above to change report format 492K Avall.

Figure 5-49. The Monltor Screen Showing The Alteration Of The AUTHOR

Category.
File: DOC.LIBRARY.007 ARRANGE (SORT)> Escape: Report Format
Report: LIBRARY ENTRIES
Selection: All records
This file will be arranged on
this category: AUTHOR:
Arrangement order:
1 From A to 2
2 From to A
3 From 0 to 9
4 From 9 to O
Type number. or use arrows, then press Return 492K Avall.

Flgure 5-50. The Monitor Screen Showing The Arrange Menu.
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(4) Alphabetical and numerical arrangement of categories.
(a) Leaving the cursor on the AUTHOR fleld, press the
OPEN-APPLE and the "A" keys at the same time (see
Figure 5-50).

(b) Press the DOWN-ARROW key until the, "From Z to A"
option is highlighted.

(c) Press the RETURN key once and then examine Flgure

5-51.
iles DOC. ARY .007 REPORT FORMAT Escape: Report Menu
eport: ngﬁggY %NTSIES
Selectiaon: All records
3ot <o- Move cursor . ¢ ZJ“ﬁ’i?n:’IGEETETEETE"EEEZESFT“"
> @ < Switch category positlions é¢-X efine a calculated categorY
--> @ <-- Change column width éd-N Change report name and/or tltle
¢-A Arrange (sort) on this category 6-0 Printer optlions
¢-D Delete this categor é-P Print the report
&-G Add/remove group totals g-R Change record selection rules
¢8-I Insert a prev. deleted category -T Add/remove category totals
ggc. NO: ggc. TYPE: K%Y WORD: S%BJECT: TéTLE: AgTHOR:
00967 wP Ingservice Boulder summ Request to s Schlenker/Davi:
00968 WP Inservice Boulder summ Request to s Schlenker/Davi:
00969 WP Inservice Boulder summ Request to s Schlienker/Davi:
--------------------------------------------------------------------- More --->
Use optlions shown above to change report format 525K Avall.

Figure 5-51. The Rearranged Author Fleld.
(5) Delete a category.
(a) Press the OPEN-APPLE and the “D" keys at the same
time. Your screen shows that the category on

which the cursor was placed has disappeared (see
Figure 5-52).
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File: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Re?ort: LIBRARY ENTRIES
Selectlion: All records
==g====-3===8::=S-==8-ﬁ===IBEBI===================B========'====-SBIH.BBBI======
--> or <-- Move cursor a-J Rl?ht Justify this category

- efine a calculated categor

> @ < gwltch category positions a-K

- 3 <-- hange column width é-N

3-A Arrange (sort) on this category é-0

é-D Delete this categor¥ é-P Print the report

-G Add/remove group totals 8 R Change record selection rules
-1 Insert a prev. deleted category T Add/remove category totals

- Y o T . S W W W S D D G VED UG IR ED GEP GED ED R ED GRS A TED D LER YER D VED WD VIR D WD D D S S WD G M MR D S D D MR G T M e D G G RS e e e e em Gmoem emem

Change report name and/or thle
Printer optlions

DRC. NO: DgC. TYPE: KEY WORD: S%BJECT: T%TLE: D?TE: DéSK NO
00973 wpP Inservice Boulder summ Request to s 89AUG23 000120¢
00978 WP Inservice Boulder summ Request to s 89AUG23 000120¢
00974 wP Inservice Boulder summ Request to s 89AUG23 000120¢
--------------------------------------------------------------------- More --->

Use optlons shown above to change report format 524K Avall.

Figure 5-52. The Monltor Screen Showing A Deieted Category.

le: DOC. ARY.007 INSERT 2 CATEGORY Escape: Report Format
e DOC R TR ES
Selection: All records

===================================S=========g============================‘====
1. AUTHOR:
--------------------------------------------------------------------- More ~--->

Type number, or use arrows, then press Return 524K Avall.

Figure 5-53. The Monlitor Screen After Beginning The Insert Process.
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(6) Insert a previously deleted category.

Flle: DOC.LIBRARY.007 REPORT FORMAT Escape: Report Menu
Report: LIBRARY ENTRIES
Selection: All records

-=-» or <-- Move cursor é-J Rl?ht Justify this category

> A < Switch category positlions 3-K Detine a calculated categorY
-=> @& <-- Change column width d-N Change report name and/or title
¢-A Arrange (sori) on thls category 3-0 Printer optlions
3-D Delete this categort &-P Print the report
3-G Add/remove group totals 4-R Change record selection rules
d~-1 Insert a prev. deleted category ¢-T Add/remove category totals

ARTHOR: Dgc. NO: Dgc. TYPE: KEY WORD: S%BJECT: T%TLE: Da
Achenbach 00973 wpP Inservice Boulder summ Request to s 8
Babcock 00978 WP Inservice Boulder summ Request to s 89
Bohner 00974 wp Inservice Boulder summ Request to s 89
--------------------------------------------------------------------- More ---
Use options shown above to change report format 524K Avall.

Figure 5-54. The File After The Category Has Been Reinserted.

File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
§g?g€§iOR§BRhRY ENTRIES

O 0VO~IUIAWN 1

Type number, or use arrows, then press Return 524K Avall.

Figure 5-55. The Monitor Screen After Entering The Rule Selection
Option.

76




(a) Press the OPEN-APPLE and the "I' keys at the same
time to start the insert process (see Figure 5-53).

(b) Press the RETURN key once. The category has been
reingerted (see Figure 5-54).

(5) Settling rules by which records are selected for
printing.

(a) Press the OPEN-APPLE and the "R" keys at the same
time (see Figure 5-55).

(b) Press the DOWN-ARROW key several times to highlight
the AUTHOR category.

(c) Press the RETURN key once (see Figure 5-56).

File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
Report: LIBRARY ENTRIES
Selection: AUTHOR:

equals

is greater than
is lTess than

is not equal to
is blank

is not blank
contains

begins with

ends with

does not contailn
does not begin with
does not end with

N OO0 ORI WO

[W Y YW

————--———-—..-_—-..—————-----———————-————___—-——--—__.—____—_——_.-—__—_—--——---————

Type number, or use arrows, then press Return 492K Avall.

Figure 5-56. The AUTHOR Category Selected For The Rule Setting
Process.

(d) Press the DOWN-ARROW key several times to highllight
the CONTAINS category.

(e) Press the RETURN key once (see Figure 5-57).
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File: DOC.LIBRARY.007 SELECT RECORDS Escape: Report Format
Regort: LIBRARY ENTRIES
Selection: AUTHOR: contalns

—— . — —— S — S c— S S G — S— — S S S Gub Gui Gui IV Guib S Gmib Gmih S e S S e S $PD e S Sy S e SIS P e S D e TS e S S e S emw ST | S e Sn emm S S o S T S S T SR ShR A 4078 SN amn A S e o S e S

— v — e . G - v - S N Gy W MM GG SEm G e S G e G G A D G D G e D b G GER WA G SR R G et s Ve D Gt Gt D P mn G G G S SR A G s GED . emm s G S GED Smm m emm S SR S e G S AT e SRS o e

Type comparlison information: 492K Avall.

Figure 5-57. Contalins Selected From The Comparison Optlons.

File: DOC.LIBRARY.007 SELECT RECORDS Escape: Erase entry
Report: LIBRARY ENTRIES
Selection: AUTHOR: contalns

_-—..-—-.———_—..-—..—_—__——.____—-..-—--_-_—-____—__-_—————_——_-——-_————__——.._-—_-.-_—-.——-

Type comparison information: SCHLENKER 525K Avall.

Figure 5-58. The Monlitor Screen After Inserting "SCHLENKER."
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1let DOC.LIBRARY.007 SELECT RECORDS Escape: Re t
eport CiEhRRO ER IR e P port Format
Selection: AUTHOR: contalns SCHLENKER

“8:88::========".==================================================== 4~ et
i. and
2. or

Type number. or use arcows, then press Return 524K Avall.

Flgure 5-59. The Monltor Screen Showing One Complete Selectlon Rule.

ile: DOC. RY.007 REPORT FORMAT Escape: Report Menu
Lles DOC: L R RO kIR ES P P
Selection: AUTHOR: contalns SCHLENKER

¢+ %] =ﬂ=======B========================== ======================================
--> or <-- Move cursor - Rl?ht Justify this category
é < Switch categery positions - Deflne a calculated categor

e report name and/or t¥tle

é-J
é-K

--> @& <-- Change column wlidth é-N Chang
a-A Arrange (sort) on thls category é¢-0 Printer optlons
4-D Delete thls categor é-P Print the report
¢-G Add/remove group totals é-R Change record selectlon rules
-1 Insert a prev. deleted category é-T Add/renove category totals
AUTHOR: Dgc. NO: Dgc. TYPE: KEY WORD: SUBJECT: TITLE: De
Achenbach 00973 wP Inservice Boulder summ Request to s 89
Babcock 00978 WP Inservice Boulder summ Request to s 89
Bohner 00974 WP Inservice Boulder summ Request to s 89
--------------------------------------------------------------------- More --->
Use optlons shown above to change report format 524K Avall.

Flgure 5-60. The Monltor After Escaping The Rule Selection Option.

9




(£) Type Pink (or whatever other word you would l|lke,
based upon the data base with which you are

working). Figure 5-58 shows the monitor Screen
after completing this step.

(g) Press the RETURN key (see Flgure 5-59). The top of
shows a complete selection rule. If you desire to
continue with this option, follow the directions
provided on the screen.

(h) Press the ESC key once (see Flgure 5-60).

(8) Selecting print options.

(a) Press the OPEN-APPLE and the "0" keys at the same
time. Your screen now changes to look like Flgure

5-61.
File: DOC.LIBRARY.007 PRINTER OPTIONS Escape: Report Format
Report: LIBRARY ENTRIES
EBEBHSBB--ﬂ.I-Bﬂﬂﬂ----:-BB.==============================8===-Bﬂ= MEHMEIRE RN
------- Left and rlght margins-—------- ------Top and bottom marging---—----
PW: Platen Width 8.0 inches PL: Paper Length 1.0 inches
LM: Left Margin 0.0 lInches TM: To Maraln 0.0 inches
RM: Right Margin 0.0 inches BM: Bottom ar?ln 2.0 inches
Cl: Chars per Inch 10 LI: Lines per Inch 6
Line width 8.0 inches Printing length 9.0 inches
Char per llne (est) 80 Lines per page 54
-------------------- Formatting optiong-—--w-—--—----ccccwu-
SC: Send Special Codes to printer No
PD: Print a Dash when an entry is blank No
PH Print reBort Header at tog of each gage Yes
Single, Double or Triple Spacing (SS/DS/TS) SS
Type a two letter option code T 524K Avall.

Figure 5-61. Print Option Menu.
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File: DOC.LIBRARY.007 PRINTER OPTIONS Escape: Erase ent
Report: EinﬁRRQ EN?’%IES P se entry

-"---I----B-----B-ﬂﬂﬂ‘-ﬂ---H----.--'--------------BSH'BSl---lﬂ--'ﬂﬁﬂ----------
------- Left and right marging----—---- ———-—--Top and bottom marging--———--—-
PW: Platen Width 8.0 inches PL: Paper Length 6.0 inches
ILM: Left Margin 0.0 inches T™: Tog Marﬁln .0 Inches
RM: Right Margin 0.0 inches BM: Bottom ar?ln 2.0 inches
Cl: Chars per Inch 10 LI: Lines per Inch
Line width 8.0 inches Printing length 9.0 inches
Char per line (est) 80 Lines per page 54
| e e e ——————————— Formatting optlong----=---vecuw—eee-o--
SC: Send Speclial Codes to printer No
PD: Print a Dash when an entry is blank No
PH: Print reBort Header at tog of each gage Yes
Single, Double or Trliple Spacing (S3/05/TS) SS
Type a two letter optlon code TS 7 524K Avall.
Figure 5-62. Monlitor Screen Showing TS Typed.
(b) Type TS and then consult Figure 5-62.
Flle: DOC.LIBRARY.007 PRINTER OPTIONS Escape: Report Format
Report: LIBRARY ENTRIES -
8"8.-883-------ﬂ...."ﬂ::gt:===-“==-===== 8-8================B===========B====
------- Left and right margins--—----- ~-----Top and bottom marging-——----
PW: Platen Width oh o 8.0 inches PL: Papeg Length ?1.0 inches
LM: Left Margin 0.0 inches TM: To Marﬁln 0.0 inches
RM: Right Margin 0.0 inches BM: Bottom ar?ln 2.0 Inches
CI: Chars per Inch 1V LI: Lines per Inch 6
Line width 8.0 Inches Printing length 9.0 Inches
Char per line (est) 80 Lines per page 54
--------------------- Formattln? optiong--—-----recoonmma———
SC: Send Speclial Codes to printer No
PD: Print a Dash when an entry Is blank No
PH: Print report Header at tog of each gage Yes
Single, Double or Triple Spacing (S5/ S/TS) TS
&;;Z'S"EGS"T;EE;E'BBETSH“ES&S"’""""“""'""""""""""'ééii"i“&;ﬁ'."

Flgure 5-63. Th~ Monltor Screen After TS has Been Entered.
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lle: DOC .007 REPORT FORMAT Escape: Report M
eport i LiBRS 2R NTRIES pe: Rep enu

ectlon: AUT contains SCHLENKER

-=-> or <-- Move cursor é~-J Rl?ht Justify this category

> ¢ < ltch category positions 3-K ine a calculated categor Y
-=> 8 <-- hange column width 4d-N hange report name and/or tltle
d~-A Arrange (sort) on this category 3-0 Printer options
6-D Delete this cateqor¥ é-P Print the report
8-G Add/remove qroup totals 3-R Change record selection rules
3-1 Insert a prev. deleted category 6-T Add/remove category totals

-— . . " A WD AU W W W P me = A IS G S W G N W S er G R W G G G e Y e e G e e W S A P s W WD ;e WD G e G G G G5 ES WD @0 @ oo @ G5 40 oo =D ML o an G o O3 G0 a; O3 e O o an e e

AUTHOR: ngc. NO: ngc TYPE: KEY WORD: SUBJECT: TITLE: D:
Achenbach 00973 wP Inservice Boulder summ Request to s 8¢
Babcock 00978 WP Inservice Boulder summ Request to g8 8¢
Bohner 00974 wP Inservice Boulder summ Request to g B¢
--------------------------------------------------------------------- More --->
Use options shown above to change report format 524K Avall.

Figure 5-64. The Monitor After Exiting The Print Optlions.

(¢) Press the RETURN key once anc then compare Figures 5-62
and 5-63. Note in Figure 5-63 that the SS seen In
Figure 5-62 has changed to TS indicating the flle, when
printed, will be triple spaced. The print options shown
on this menu mav be changed using the same process as
as was used to change the spacing.

(d> Press the ESC key once (see‘Elgure 5-64).
04. Printing. .

a. Press the OPEN-APPLE and the "P" keys at the same time and

follow the dlirectlions provided on the screen (see Flgure
5-65).
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e ort: LIB NTRIE

{le: DOC. kaggné PRINT THE REPORT Escape: Report Format
Se ection: ¢+ contains SCHLENKER

===’2—.“'========================S========================="—-==’-‘4=2=============.‘3=.—"'==

Where do you want to print the report?

1. Imageerter
2. EPSON
3. The screen
4. The cllipboard (for the Word Processor)
S. The clipboard (for Mail Merge)
6. §t ASCII file on disk
7. (TM) flle on disk
Type number, or use arrows, then press Return 524K Avall.

Flgure 5-65. The Monltor Screen Showing The Different Printer

Optlons.

File: DOC.LIBRA 007 Page 1
e tions® 5%05%50 tains SCHLENKER sofikRos
election:t : n s

AUTHOR: DOC. NO: DOg__?!gE: KE! ngg:___ SUnggyz ?lg&gi ______ Pé
Schlenker 00963 wP SCHEDULE Sclence Coor 89SEP07-15 89
Schlenker/Da 00979 wP Inservice Boulder summ Request to s 89
Schlenker/Da 00969 wP Inservice Boulder summ Request to s 89
Schlenker/Da 00968 wP Inservice Boulder summ Request to s 89
Schlenker/Da 00967 wP Inservice Boulder summ Request to s 89
Pregs Space Bar to contlnue 524K Avall.

Figure 5-66. A Portion Of The Flle Printed To The Screen.
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b. If want an idea of what the flle will look like when it Iis
actually printed:

(1) Highlight the "“Screen® option.

(2) Press the RETURN key and see Flgure 5-66, for an example
of a printed file using the selection rule and the TS
print option. For a more complete dlscussion of the
Printer Optlions, consult the Labels Format discusslion
above In step 02.
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CHAPTER SIX

OBTAINING HELP WITH
DATA BASE FILES

S
T
E
P
) DIRECTIONS
01. In The Beginning. Bring your data base flle on to the desktop.
gogr screen will appear similar to the example shown In Figure
- File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records
NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC,
8&:’M’."B.ﬂ==-=-===============IB===.=======:= T3+ ¢ 3 3> + ¢+ 1t 3+ -t —+3t++t - T+t 2
z DO GeRtbw v 1] DS RNE B IS
g ERBE“ EE&NEEE ?hi CO%RT g RARR QgBEAERG ggﬁgﬁﬁ PB ¥ES
§ NN I Gt MIRIRECEC SR B 5
SIS B SUNRRS. SRl R i BEE R 5
10 gungs 5 QRQ. LUNN HS GRUBER mﬁgg‘;;, PD YES
11 EDGRE HEPLER, WILLIAM C. 8 ALE%ANDER BLAYD PD YES
12 EDGRE SEDERWALL, ELLIE 8 ALEXANDER BLAYDON PD NO
13 XING SHABAZZ AUIRA HASN {1 GRIMMS TRAYLOR PD NO
14 YOKOT RICE, ANGLA J. HS WEBER WEBER PD YES
15 YOKoT JoouisT, LEIF __ HS = WEBER WEBER _PD_______ NO .
Type entry or use @& commands 3-? for Help

Figure 6-1. Example Data Base Flle.
02. Help List.
a. Examining the list.
(1) Press the OPEN-APPLE key and while it iIs held down,

press the "?" key. Your monitor sicreen will appear
identical to the one shown In Figure 6-2.
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File: DB01288.008 HELP Escape: Review/Add/Change

G-A Arrange (sort) on thls category

é-C Copy records (includes cut and paste).
¢-D Delete records

é-F Find all records that contain.....

é-1 Ingsert new records before the
current record

é-L Change record layout
3a-M Move records (cut and pcste)

— . - - — — - " o - e L b Gt Pmb T M e I L EE I EE EE G GE R e G G G G G G AT TTD G M M S S S G S EE T S G0 S W S b S G S M S e S e S0 G S5 A5 5 €5 =

Use arrows to see remainder of Help 514K Avall.

Figure 6-2. The Monltor Screen Showing One Third Of The Monitor
Screen.

File: DB01288.008 HELP Escape: Review/Add/Change

=============‘.===========-===‘===‘.B-=8======8=‘==BB:"ﬂ‘===============8=======

é-N Change name of file. Insert,
delete, and rename categories

é-P Print reports
3-R Change record selection rules

G-V Set/remove standard values for
a category

a-2 Zoom In to one record, Z2oom Out
to multiple records

é-* Ccp¥ entry directly above
(multiple-record layout only)

- e = A — - — Ame G- S A S B ME MR EE T G G Y G B G G A G S G D N e N Gmt G Gt M S G Gl G tae TR GG G R GE G GE D RS e D D s M G D D S D RSP A e R G L e e ol R S5 S e S

Use arrows to see remainder of Help 514K Avall.

Figure 6-3. The Monitor Screen Showing The Second Third Of The Help
List.
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(2) Press the DOWN-ARROW key until OPEN-APPLE-N s at the
top of the monitor screen. The sScreen now looks l1ike
Figure 6-3.

(3) Press the DOWN-ARROW key until RETURN is at the top of
the screen. The monltor screen now shows the remalnder
of the help list (see Figure 6-4).

Fille: DB01288.008 HELP Escape: Revliew/Add/Change
S mmmmmssmmmsmmmmRETORN  Accemt

TAB : Go to next category

6-TAB Go to previous category

Up/Down arrows Go up or down

¢6-Up arrow Back up a full screen

¢-Down arrow Go forward a full screen

6-1 Go to beginning of flle

through rou

6-9 Go to end of flle

Ose arrows to see remalnder of Help 514K Avall.

Figure 6-4. The Last Third Of The Help List.
b. Copylng the list.

(1) Insure that your printer is properly connected and has
paper fed to l&.

(2) Press the OPEN-APPLE and the "H'" keys at the same time.
This actlon will cause a screen dump or cause the
printer to print exactly what ls seen on the screen.

(3) When the printer stops printing, press the UP-ARROW key
several tlimes until OPEN-APPLE-N is at the top of the
acreen.

(4) Press the OPEN-APPLE and the "H" keys at the same time.

(5> When the printer stops printing, advance the paper to
the beginning of the next page of paper.

(6> Press the UP-ARROW key several times until the origlinal
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third of the "Help* list I8 shown on the screen.

(7) Press the OPEN-APPLE and the “H" keys at the same time.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records
NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
-m:----.u-:----.u:::::au=========a--“====:=:===========.==8-=========-=m======
1 KADEN PREBLE, ANNA 11 WEAVER, DAN WEAVER PD YES
2 KADEN MCMILLAN. DAVINA 11 LAMOREAUX WEAVER PD YES
3 %ADEE SPENCER, J?LIE 12 LCDR HAMBERG US WEAVER PD YES
4 AD LEONARD, NINA COURT 8 MAJ COPPOLA, US WEAVER PD YES
5 §A REYHER, KRISTEN K. 8 LCDR HOLENBERG g%AVER PD YES
6 INNI HO EE MARIGOLD SE 12 STARRINE ARRIN PD YES
7?7 MC PE CHANDRA, SONIA K. HS JESSUP JESSUP PD YES
8. MC PE SAMTANI, VONITA H HS JESSUP JESSUP PD YES
9" MC PE L% ANDREA HS JESSUP JESSUP PD NO
10 XKUBAS CHERRY, LUNN HS GRUBER MARSHAL PD YES
11 EDGRE HEPLER, WILLIAM C. 8 ALEXANDER BLAYDO D YES
12 EDGRE SEDERWALL, ELLIE 8 - ALEXANDER BLAYDON PD NO
13 KING SHABAZZ, AUIRA HASN it GRIMMS TRAYLOR PD NO
14 YOKOT RICE, ANGLA J. HS WEBER WEBER D YES
15 YOKOT JOQUfST. LEI HS WEBER WEBER PD NO
Type entry or use ¢ commands 3-? for Help
Figure 6-5. The Monitor Screen After Exliting The Help List.
File: DB01288.008 ARRANGE (SORT) Escape: Review/Add/Change
Selection: All records
===============================8:======-:=8‘.==ﬂ=====8======================='===
This file will be arranged on
"this category: APPLICAN?
Arrangement order:
1 From A to 2
2 From Z to A
3 rom 0 to 9
4 From 9 to O
Type number, or use arrows, then press Return 514K Avall.
Figure 6-6. The Arrange Menu.
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c. Exlting the "Help" list. The options you have Jjust copled
cannot be used until you exit the OPEN-APPLE-H option. Press
the ESC key once. Your screen now appears similar to the
example shown in Flgure 6-5.

d. Using the “Help" 1lst options.
(1) Arranging the flle.

(a) Place the cursor on the category of the data base
you desire to arrange. Remember, categories or
flelds run from the top to the bottom of the data
base flle.

(b)Y Press the OPEN-APPLE and the "A" keys at the same
time (see Figure 6-6).

(c) Select the type of arrangement you want to do on
the category.

(d) Press the RETURN key once. Flgure 6-7 shows the
result of the rearrangement.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOO APPLICANT GR MENTOR SPONSOR AP PAPE COMP PO WI NO SEX ROOM
20 USN J - NA NA NA NA NA NA NA NANA M -
88 US AR - NA NA NA NA NA NA NA NANA M -
89 US AR - NA NA NA NA NA NA NA NANA M -
86 UNIVE LILJESTRAND, HOWARD KE NA NA NA NA NA NA NANA M -
87 UNIVE MCCELLEND BLINDA WI NA NA NA NA NA NA NANA F -
34 TAEGU GUTHMILLEQ, DARRELL NA NA GUTHMIL HNA NA NA NA NA NA M -
30 TAEGU SINGLETON, TOMOKA HS GUTHMI GUTHMIL PD YES NO - - - F -
31 TAEGU NEWLANDS, RAE ANN HS GUTHMI GUTHMIL PD NO NO NA - - F -
33 TAEGU MOORE, RYA HS GUTHMI GUTHMIL PD YES NO - - - M -
32 TAEGU MOORE ROXANNE HS GUTHMI GUTHMIL PD YES NO - - - F -
64 SEQUL OLMSTEAD. ANTHONY K Hs CHAN CHAN PD YES YES - - - M -
65 SEOUL LESSING, MICHAE S CHAN CHAN PDYES YES - - - F -
61 SEOUL FRIED, JASON HS CHAN CHAN PD YES NO - - - M -
62 SEOUL BURKS, KATHLEEN A HS CHAN CHAN PDYES YES - - - F -
63 SEQUL BRIGHT. SONIA HS CHAN CHAN PDYES YES - - - F -
Type entry or use @& commands &-? for Help

Figure 6-7. The Rearranged File.
(2) Copying part or all of the flle.
(a) Press the OPEN-APPLE and the “C" keys at the same

time. The screen changes to appear llke the
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example shown in Flgure 6-8.

File: DB01288.008 COPY RECORDS Escape: Review/Add/Change
Selectlion: All records
NO_SCHOO APPLICANT _______ GRADE MENTOR __ SPONSOR_APP. FEE PAPER REC.
88 US AR - NA NA NA NA NA
89 US AR - NA NA NA NA NA
90 USN J - NA NA NA NA NA
43 ZAMA ALCAZAR, DEBBIE HS FERRANTE FERRANT PD YES
91 A GE ARCARIAﬂ LEVé RLES 8 NONﬁ TRAEigR P ggSERVER
39 ﬁ§ §ﬂ t'mﬁ Q. ﬂg #gg ANTE E‘QE le’ En NO
68 EDGRE BLAYDON, JAMES NA Na EHRKDON BB Qﬁ
63 SEQUL BRIGHT, SONIA HS CHAN S
80 WAGNE BEILEY, AN NA BRILEY BRILEY NA NA
62 SEOUL BURKS, KATHLEEN A. HS CHAN CHAN PD YES
66 SEOUL CHAN, E. NA NA CHAN NA NA
7 MC KE CHANbRA. gONIA K. HS JESSUP JESSUP PD YES
10 KUBAS CHERRY, LUNN HS GRUBE MARSHAL PD YES
26 KUBAS CLYMER, LI HS MARSHALE _ MARSHAL PD NO
Copy? Current record To clipboard From c¢llpboard
Figure 6-8. The Monltor Screen Showlng The Copy Functlon.
File: DB01288.C08 COPY RECORDS Escape: Revlew/Add/Change
Selection: All records
NO SCHOO APPLEEAEI__ o GBAEE MENTOB___ L §PON§0R QPE. FEE~PAPER REg;_
88 US AR - - NA NA NA NA NA
89 US AR - NA NA NA NA NA
90 USN J - NA A gh NA NA
43 ZAEA ALCAZAR, DEBBIE HS ERRANTE ERRANT PB YES
91 KING ARCARIA, LEVI 8 NONE TRAYLOR P OBSERVER
78 WAGNE ARMSTRONG, CHARLES HS WwOOD LANKFOR PD NO
37 ZAMA ASHLEY, JOHN W. HS FERRANTE FERRANT PD NO
68 EDGRE BLAYDOﬁ, JAMES NA NA BLAYDON NA NA
63 SEOUL BRIGHT, SONIA HS CHAN CHAN PD YES
80 WAGNE BRILEY, ANN NA BRILEY BRILEY NA NA
62 SEOUL BURKS, KATHLEEN A. HS CHAN CHAN PR YES
66 SEOUL CHAN, E. NA NA CHAN N NA
7 QC PE CHANbRA. SONIA K. ES JESSUP JESSUP PD YES
10 KUBAS CHERRY, LUNN S GRUBER MARSHAL PD YES
26 KUBAS CLYMER, LISA HS MARSHALL MARSHAL PD N

Use cursor moves to highllght records, then presas Return

Flgure 6-9. The Monitor After Selecting The "To Clipboard " Option.

(b) There are three options. With "Current Record, To
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Clipboard" and, "From Clipboard."

(c) Highlight the, “"To Cllpboard" option and press
RETURN (see Figure 6-9).

(d) Note the additional directions provided at the
bottom of the screen. If you want to continue, use
the ARROW keys as directed and then press the
KETURN key once. When data base records are coplied
to the cllipboard, they can be transferred from the
clipboard to another data base file or to anotner
location in the same data base.

(e) Press the ESC key once and then compare the screen
with the plcture you see In Figure 6-10.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Maln Menu
Selection: All records

NO SCHOO APPLICANT ____ _ GRADE MENTOR __  SPONSOR APP. FEE PAPER REC.
88 US AR - ___________ NA NA NA NA NA
89 US AR - NA NA NA NA NA
23 UMY ALCAZAR. DEBBIE NA  PBReantE NER oD 38
o1 KING ARCARIA, LEVI 8 NONE Taa$%8é PD OBEERVER
28 WAGNE ARMSTRONG, CHARLES HS go OR PD NO
37 ZAMA ASHLEY, JOHN W. HS NTE F PD NO
68 EDGRE BLAYDON, JAMES NA NA BLAYDON NA NA
63 SEOUL BRIGHT, SONIA HS CHAN CHAN PD YES
80 WAGNE BR&& " AN NA BRILEY BRILEY NA NA
62 SEOUL BURKS, KATHLEEN A. HS CHAN CHAN PD YES
66 SEOUL CHAN, E. NA NA CHAN NA NA
7 MC PE CHANDRA, SONIA XK. HS JESSUP JESSUP gn YES
10 KUBAS CHERRY, E NN HS GRUBER MARSHAL PD YES
26 XUBAS CLYMER, LISA HS MARSHALL MARSHAL PD NO e
Type entry or use ¢ commands ¢-? for Help
Figure 6-10. The Data Base File.
(f) Press the OPEN-APPLE and the *C*' at the same time.
This time, we’ll copy Individual records.
(g) With the "Current Record" gelection highllighted,
Press the RETURN key. The monitor screen should
appear llke the example shown In Figure 6-11.
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Flle: DB01288.008 COPY RECORDS Escape: Revl!ew/Add/Change
Selection: All records

NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
==========================_======-=ﬂ==========:::B.ﬂ:S:BSSSBIB:::====.-“==-===
88 US AR - NA NA NA NA NA

89 US AR - NA NA NA NA NA

90 USN J - NA NA NA NA NA

43 ZAMA ALCAZAR, DEBBIE HS FERRANTE FERRANT PD YES

91 XING ARCARIA, LEVI 8 NONE TRAYLOR PD OBSERVER
78 WAGNE ARMSTRONG, CHARLES HS wWOOD LANKFOR PD NO

37 ZAMA ASHLEY, JOHN W. HS FERRANTE FERRANT PD NO

68 EDGRE BLAYDO&, JAMES NA NA BLAYDON NA NA

63 SEOQOUL BRIGHT, SONIA HS CHAN EHAN PD KES

80 WAGNE BRILEY, ANN NA BRILEY RILEY NA A

62 SEOUL BURKS, KATHLEEN A. HS CHAN CHAN PD YES

66 SEOUL CHAN, E. NA NA CHAN NA NA

% MC PE CHANDRA, SONIA K. HS JESSUP JESSUP PD YES

10 KUBAS CHERRY, LUNN HS GRUBER MARSHAL PD YES

26 KUBAS CLYMER, LISA HS MARSHALL MARSHAL PD NO

How many coples of current record? (Max 99) 514K Avall.

Filgure 6-11. The Monltor Screen After Selecting The "Current Record"
Option.

File: DB01288.008 COPY RECORDS Escape: Erase entry
Selection: All records

NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
:maauaaaa:aaa::::===============aa===============g===::=======================
US AR - NA A A NA NA
gg Ug AR - NA NA A NA NA
90 USN J - NA NA NA NA NA
43 ZAMA ALCAZAR, DEBBIE HS FERRANTE FERRANT PD YES
9& 6ANG AECQ@&A LEVI 8 ON TRﬁYEOR D OBSERVER
7 GNE ARMSTRONG, CHARLES HS 00 LANKFOR PD NO
37 ZAMA AERLEY JﬁgN W. HS FERRANTE FERRANT PD NO
68 EDGRE B YDOﬁ, JAMES NA NA BLAYDON NA NA
83 SESUE gR}GHT, SONIA H§ CHAN CHAN PD YES
0 WAGN RILEY, ANN N BRILEY BRILEY NA NA
62 SEOUI, BURKS, KATHLEEN A. HS AN CHAN PD YES
66 SEOQUL CHAN . NA CHAN NA NA
7 MC PE CHANbRA. SONIA K. HS JESSUP JESSUP PD YES
10 KUBAS CHERRY, LUN HS GRUBER MARSHAL PD YES
26 KUBAS CLYMER, LISA HS MARSHALL MARSHAL PD NO
How many coples of current record? (Max 99> 10 514K Avall.

Figure 6-12. The Monitor Screen With The Number 0Of Coples Typed.

(h) WIith the cursor at the beginning of the record you
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wish to copy, type the number of coples you want to
make. Flgure 6-12 shows an example of the monitor
screen after you have complete this process.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
--za-===========================la=a==================================z==========
88 US AR - NA NA MA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

€8 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

89 US AR - NA NA NA NA NA

90 USN J - NA NA NA NA NA

43 ZAMA ALCAZAR, DEBBIE HS FERRANTE FERRANT Pg YES

91 KING ARCARIA, LEVI 8 NONE TRAYLOR P OBSERVER
Type entry or use ¢ commands 3-? for Help

Flgure 6-13. The Monitor Screen Showing Multiple Coples 0f a Record.

File: DB01288.008 DELETE RECORDS Escape: Review/Add/Change
Selection: All recovds

NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA A NA NA

88 US AR - NA NA NA NA ﬁA

88 US AR - NA NA NA NA A

88 US AR - NA . NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

88 US AR - NA NA NA NA NA

89 US AR - NA NA NA NA NA

33 URMaY ArcAzar, DEBBIE Na MBorantE NRRRANT D OBs

91 KING ARCARIA, LEVI 8 NONE TRAYLOR PD OBSERVER
Use cursor moves to highllght records, then press Return 514K Avall.

Figure 6-14. The Monitor Screen Showing The Delete Optlion Selected:——
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(1) Press the RETURN key once and examine Figure 6-13.
Notice that the record you wanted copied has been
copled as many times as you requested.

(3) Deleting part of a flle.

(a) Place the cursor under the first letter of the
first duplicated record.

(b) Press the OPEN-APPLE and the "D" keys at the same
time (see Flgure 6-14).

(c) Follow the directions at the bottom of the monlitor
screen, highllighting the remainder of the coples of
the dupllicated record.

(d) Press the RETURN key or."e and examine Figure 6-15.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO_SCHOO APPLICANT ________ GR MENTOR SPONSOR AP PAPE COMP PO WI NO SEX ROOM_
88 Us AR - NA NA "NA 2 NANA NA NANANA M -
89 US AR - NA NA NA NA NA NA NA NANA M -
90 USN J - NA NA A NA NA A NA NA NA M -
43 ZAMA ALCAZAR, DEBBIE HS FERRAN FERRANT PD YE ES - - - F -
91 KING ARCARIA, LEV] 8 NONE TRAYLOR PD OBSE OBSE NA NA - M -
78 WAGNE ARMSTRONG, CHARLES HS WOOD LANKFOR PD NO NA - - M -
37 ZAMA ASHLEY, JOHN W. HS FERRAN FERRANT PD NO NO NA -~ - M -
68 EDGRE BLAYDON, JAMES NA NA BLAYDON NA NA NA NA NA NA F -
63 SEOUL BRIGHT, SONIA HS CHAN CHAN PDYES YES - - =~ F -
80 WAGNE BRILEY, ANN NA BRILEY BRILEY NA NA NO NA NA NA F -
62 SEOUL BURKS, KATHLEEN A HS CHAN CHAN PD YES YES - - - F -
66 SEOUL CHAN, E. NA NA CHAN NA NA NA NA NA NA F -
7 MC PE CHANﬁRA. SONIA K. HS JESSUP JESSUP PD YES YES - - - F -
10 KUBAS CHERRY, LUNN HS GRUBER MARSHAL PD YES NO - - = F -
26 KUBAS CLYMER, LISA HS MARSHA MARSHAL PD NO NO NA - - F -
Type entry or use ¢ commands ¢-? for Help
Flgure 6-15. The File After Deleting The Records That Were
Dupllicated.
(4) Finding a record.
(a) Insure that the cursor |s located somewhere on the
first record of the flle.
(b) Press the OPEN-APPLE and the "F" keys at the same
time. Your screen will appear simlilar to the
example shown in Flgure 6-16.
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File: DB01288.008 FIND RECORDS Escape: Revlew/Add/Change
Find all records that contain

--====---=-'======B=====-=====:--Bgﬂﬂ'=======-======================ﬂ====8====-

Type comparison information: _ 514K Avall,.

Figure 6-16. The Monitor Screen With The Find Functlon Selected.

File: DB01288.008 FIND RECORDS Escape: Revliew/Add/Change
Find all records that contain DONALD DUCK

No records match your request

—-—--——-——-—.——--—_—-——————--.————-—-_---—-——-———-—-——————_--_—.---—--.————_——————-—_-

Press Space Bar to contlinue 514K Avall,

Figure 6-17. The Monitor Screen Showing That None Of The Records In
The Data Base Contaln The Information Requested In The

Selection Rule.
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(c) Type the word or wordas for which you want the
computer to search. An example Is shown in Fligure
6-17. The computer will bring to the screen, all
records containing the word or words for which |t
searched, or you will receive the message shown ln
Figure 6-17.

(dY) Press the SPACE BAR once.
(e) Press the ESC key once to return to the data base.

Your monltor screen agaln appears similar to the
example shown In Flgure 6-18.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOO APPLICANT GR MENTOR SPONSOR AP PAPE COMP PO WI NO SEX ROOM
========================.-_:===========s==a==a===-==================================
38 2ZAMA WANG, ERNIE 8 FERRAN FERRANT PD NO NO NA - - M -

36 ZAMA FARRANTE TONY NA NA FERRANT NA NA NA NA NA N M -

45 Z2AMA WRIG CANDICE LYN HS MC GIN FERRANT PD NO NO NA - - F -

41 ZAMA WONG TR ISTINE HS MC GIN FERRANT PD YES YES - - - F -

47 ZAMA WATANABE, JANET HS FERANT FERRANT PD NO NO NA - - F -

49 ZAMA VELASQ QUEZ, ARLENE L HS FERANT FERRANT PD YES NO - - - F -

42 ZAMA TSUBAKO ANITA HS MC GIN FERRANT PD YES YES - - -~ F -

40 ZAMA NICKOL Aﬁ KATRINA A HS FERRAN F A PD NO NO NA - - A -

48 Z2AMA LINARDO AOMI HS FERANT FERRANT PD YES YES - - - F -

46 ZAMA KAM ROB HS FERANT FERRANT PD YES YES - - -~ M -

39 ZAMA JOHﬁSEN CHRISTINE HS FERRAN FERRANT PD YES YES - - - F -

44 ZAMA FONVI HS FERRAN FERRANT PD YES YES - - - r -

37 ZAMA ASHLEY w HS FERRAN FERRANT PD NO NO NA - - M -

43 ZAMA ALCA AZAR DEBBIE HS FERRAN FERRANT PD YES YES - - - F -

20 YOKOT WEBER, CHUCK NA NA WEBER, NA NA NA NA NA NA M -
Type entry or use ¢ commands ¢-? for Help

Figure 6-18. The Data Base Flle
(5) Inserting one or more additional records.

(a) Place the cursor under the first letter of the
record before which you want to Insert an
additional record.

(b) Press the OPEN-APPLE and the “1" key at the same

time. Your screen should now appear like the
example shown In Filgure 6-19.
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File: DB01288.008 INSERT NEW RECORDS Escape: Review/Add/Change

Record 5 of 96

R S EESEREE RSN nSSE e R I NSRRI IR RE NSRS SRS EITERERNE

¢ =

SCHOOL: -
APPLICANT: -

SEX: -
ROOM ASSN.: -

Type entry or use ¢ commands T 514K Avall.

Figure 6-19. The Monltor Screen With The Insert Optlon Selected.

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOO APPLICANT GRADE MENTOR SPONSOR APP. FEE PAPER REC.
88 US AR - NA NA NA NA NA

89 US AR - NA NA NA NA NA

90 USN J - NA Né NA NA NA

43 ZAMA ALCAZAR, DEBBIE HS FERRANTE FERRANT PD YES

91 KING ARCARIA, LEVI 8 NONE TRAYLOR PD OBSERVER
78 WAGNE ARHSTRO&G CHARLES HS W00 LANKFOR PD NO

37 ZAMA ASHLEY, JOHN W. HS FERRANTE FERRANT PD NO

68 EDGRE BLAYDON, JAMES NA NA BLAYDON NA N%

63 SEOQUL BRIGHT, SONIA HS CHAN CHAN PD YES

80 WAGNE BRILEY, ANN NA BRILEY BRILEY NA NA

62 SEOUL BURKS, KATHLEEN A. HS CHAN CHAN PD YES

66 SEOUL CHAN, E. NA NA CHAN NA NA

7  MC PE CHaNDRA, SONIA K. HS JESSUP JESSUP PD YES

10 KUBAS CHERRY, LUNN HS GRUBER MARSHAL PD YES

Type entry or use ¢ commands 3-? for Help

Flgure 6-~20. The Data Base With A New Record Inserted.
(¢) Press the RETURN key once or type information In

the first category and then press the RETURN key
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orice.

(d) Press the OPEN-APPLE and the "2" keys at the same
time (see Figure 6-20).

(6) Changing the record layout.

(a) Press the OPEN-APPLE and “"L" keys at the same time
(sce Figure 6-21).

File: DB01288.008 CHANGE RECORD LAYOUT Escape: Review/Add/Change
-=> or <-- Move cursgr
> @ < Switch category pogsitions

--> @& <-- Change column width
-D Delete this category

a-1 Ingert a previously deleted category
§9 §§§09 bggglgbgg _________ GRADE MENTOR _ SPONSOR APP. FEE PAPER REC.
88 US AR NA NA NA NA NA
89 US AR NA NA NA NA NA
90 USN J NA NA NA NA NA
--------------------------------------------------------------------- More --->
Use optlions shcwn above to change record layout 514K Avall.

Figure 6-21. The Monitor Screen With The Layout Option Selected.

(b) Alter the flle using the directions provided
on the screen. A point to remember here |s
that no matter what action you take (like
deleting the wrong category etc.) the
information is not lost as long as the
computer remains energized. In addition, If
the original flle was saved on a data disk, It
igs still there (see Figure 6-22).
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File: DB01288.008 CHANGE RECORD LAYOUT Escape: Review/Add/Change

--> or <-- Move cursor
> 4 < Switch category positions
-=> @ <-- Change column width
3-D Delete this category
é-1 Insert a previously deleted category

P ——————— R ettt et ad

-—— e o am e e e - e e - e - - e eEer ez erener e e e oo o - o e - am - - ws en e -— - - - -——am - -—— - —— - -

88 US ARM NA NA NA NA NA NA NA NA NA M
89 US ARB NA NA NA NA NA NA NA NA NA M
90 USN J NA NA NA NA NA NA NA NA NA M
--------------------------------------------------------------------- Moie --->
Use options shown above to change record layout 514K Avall.
Figure 6-22. The Monitor Screen Showing The Altered Data Base Flle.
(¢) Press the ESC key once (see Figure 6-23).
File: DB01288.008 CHANGE RECORD LAYOQUT Escape: Review/Add/Change
wWhat direction should the cursor
go when you press Return?
1. Down (standard)
2. Right
NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.
88 US ARM NA NA NA NA NA NA NA NANA M
89 US ARM NA NA NA NA NA NA NA NA NA M
90 USN JU NA NA NA NA NA NA NA NA NA M
--------------------------------------------------------------------- More --->
Type number, or use arrows, then press Return 514K Avall.

Figure 6-23. Escaping The Alter Layout Process.
99

102




(d) Press the ESC key once (see Flgure 6-24).

Fille: DB01288.008 REVIEW/ADD/CHANGE Escape: Maln Menu
Selectlon: All records

NO_SCHOOL APPLICANT GR MENTOR SPONSOR APP_PAPER COMP PO W1 NO_ SEX ROOM ASSN.
88 US ARM - B NA NA  NA NA NA NA NANANA M -
89 US ARM - NA NA NA NA NA NA NA NANA M -
90 USN JU - NA NA NA NA NA NA NA NA NA M -
43 ZAMA H ALCAZAR, HS FERRAN FERRANT PD YES YES - - - F -
91 KING ARCARIA 8 NONE TRAYLOR PD OBSER OBSE NA NA - M -
78 WAGNER ARMSTRONG HS WOOD LANKFOR PD NO NO NA - - M -
37 ZAMA H ASHLEY, J HS FERRAN FERRANT PD NO NO NA - - M -
68 EDGREN BLAYDOﬁ. NA NA BLAYDON NA NA NA NA NA NA F -
63 SEOUL BRIGHT, S HS CHAN CHAN PD YES YES - - - F -
80 WAGNER BRILEY, A NA BRILEY BRILEY NA NA NO NA NA NA F -
62 SEOUL BURKS, KA HS CHAN CHAN PD YES YES - - - F -
66 SEOUL CH NA NA CHAN NA NA NA NA (JA NA F -
7 MC PER CHANﬁRA. HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -
Type entry or use ¢ commands &-? for Help
Figure 6-24. The Monltor Screen Showlng An Example Of An Altered
File.
File: DB01288.008 MOVE RECORDS Escape: Revlew/Add/Change

Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN

- —~— -+ 3t ====_=_==-============aa-=n=n=a=_===========-==z_=====_...====

*
===

88 US ARM - NA NA NA NA NA NA NANANA M -
89 US ARM - NA NA NA NA NA NA NANANA M -
90 USN JU - NA NA NA NA NA NA NANANA M -
43 ZAMA B ALCAZAR, HS FERRAN FERRANT PD YES YES - - F -
91 KING ARCARIA, 8 NONE TRAYLOR PD OBSER OBSE NA NA - M -
78 WAGNER ARMSTRONG HS WOOD  LANKFOR PD NO NO NA- - M -
37 ZAMA H ASHL J HS FERRAN FERRANT PD NO NO NA- - M -
68 EDGREN BLAYDON, NA NA BLAYDON NA NA NA NANANA F -
63 SEOUL BRIGHT, S HS CHAN  CHAN PD YES YES - - - F -
80 WAGNER BRILEY., A NA BRILEY BRILEY NA NA NOO NANANA F -
62 SEOUL BURKS, KA HS CHAN = CHAN PD YES YES - - - F -
66 SEOUL CHAN, E. NA NA CHAN NA NA NA NANANA F -
7 MC PER CHANDRA., HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -

Move records? To clipboard From cllpbocard

Figure 6-25. The Monltor Screen After The Move Option Is Entered.
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(7) Moving records.

(a) Press the OPEN-APPLE and the “M" keys at the same
time (see Flgure 6-25).

(b) Select the “"To Clipboard" option by pressing the
RETURN key once.

(c) Using the DOWN-ARROW key, higchlight the records you
want to move.

(d> Press the RETURN key once (see Figure 6-26).

File: DB01288.008 REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

g::saaaaa:zazz:n:=======n================-=====“8“8=================== ====x===

88 US ARM - NA NA NA NA NA N NANANA M -
89 US ARM - NA NA NA NA NA N NANANA M -
90 USN JU - NA NA NA NA NA NA NANANA M -
43 ZAMA H ALCAZAR, HS FERRAN FERRANT PD YES YES - - - F -
T s L Sl N
7 MC PER CHREﬁRA. HS JESSUP JESS PD YES YES - - - F -
10 KUBASA gﬂgﬁﬁg. L HS UBER pAR PD YES o - - - F -
26 KUBASA CL L HS MARSHA MARSHAL PD NO O NA- - F -
82 WAGNER c¥u§ PHO 8 BRI BR{L PD SES ES 2 - - F -
92 KING DIMAYUGO, 8 NON TRAYLOR - SER OBSE NANA - F -
77 WAGNER Bas E JE HS WOOD BAN%{OR PD NO NO NA- - F -
67 DEWEY NKLE, D NA UNKLE, NA NA NA NANANA M -
36 ZAMA H FARRANTE, NA NA FERRANT NA NA NA NANANA M -
25 KUBASA FILIPCZUK HS BYONES MARSHAL PD YES NO NA - - F -
Type entry or use ¢ commands 4é-? for Help

Figure 6-26. The Monlitor Screen Showing The Flle After The Records
Have Been Moved To The Clipboard.

(e) Move the cursor under the first letter of the first
word in the record above which you want to move the
records placed on the clipboard in the previous
step. Note that the records do not need to be
reinserted in this data base file but can be moved
to another.

(£) Press the OPEN-APPLE and the “M" keys at the same
time.

(g) Highllght the "From Clipboard" option using the
RIGHT-ARROW key.
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Flle: DB01288.008 REVIEW/ADD/CHANGE Escape: Maln Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

91 6£NG AgC%%IA 8 NONE TRAYLSR PD OBSER OBSE NA NA - M -
78 GNER ARMSTRONG HS WOOD LANKFOR PD NO NO NA - - M -
37 EAHQ H ASHLEY, J HS FERRAN FERgANT PD NO NR NA - - M -
68 LUDGREN B AYDO&. NA N BLAYDON NA A N NA NANA F -
63 SEQUL BRIGHTL, S HS CHAN CHAN PD YES YES - - =~ F -
80 WAGNER BRILEY, A NA BRILEY BRILEY NA A NO NA NANA F -
88 US ARM - NA NA NA NA NA NA NA NA NA M -
89 US ARE - NA NA NA NA NA NA NA NANA M -
90 USN JU - NA NA NA NA NA NA NA NA NA M -
43 ZAMA H ALCAZAR HS FERRAN FERRANT PD YES YES - - - F -
62 SEQUL BURKS, kKA HS CHAN CHAN PD YES YES - - =~ F -
66 SEOUL CHAN, E. NA NA CHAN NA NA NA NA NA F -
7 MC_PER CHANﬁRA, HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES - - = F -
Type entry or use & commands é¢-? for Help
Figure 6-27. The Monlitor Screen Showlng The File After Moving Several
Records From The Clipboard Back Into The File.
File: DB01288.008 CHANGE NAME/CATEGORY Escape: Revliew/Add/Change

Category names

ot g e g S e St S i i Sl P Sl (el D keSS S D S S G S 4D S S e S S D G G P S S S S S S f? CHY S U S ek et St At S At ot S St S omae Sy At =8 o S ot e TR G quw S SR T S
—=_=-——=======_——————————_——__—_—-._.————————_——_...—..._———————————————-—.——-—..—-—-——:————

Optlionsg:

EW"U o
ZHo

Change fllename
Return Go to first category

O>»'Y'u

TNZEYQUINIONZ
Q

— e i o T P Gt N P A D P G e N s N e S MR A S WD GES SN GER T R M e e G S e Gt P G e R N D G D WP D wn G WD et WD G WP WD Gt D G e B G P G WD WP MR D AR @ G G AR S WD WD G G wn e

Type fllename: DB01288.008 S16K Avall.

Flgure 6-28. The Monltor Screen After Entering The Name Change
Option.
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(h) Press the RETURN key and then compare your monitor
screen with the example shown in Flgure 6-27.

(8) Changing file names. This ls an extremely important
option because it allows you to change the name of a
flle and store it without destroying the original file.

(a) Press the OPEN-APPLE and the "N" keys at the same
time (see Flgure 6-28). v

(b) Alter the name by typing the new name of the file
(see Figure 6-29).

File: DB01288.008 CHANGE NAME/CATEGORY Escape: Restore former entry

Category names

-+t 3 23 S+t 32— e e e e e T R N e S T EE ST S S ES RS EREEaEE=Es

NO.
SCHOOL Options:
APPLICANT

GRADE Change fllename
MENTOR Return Go to first category
SPONSOR

APP. FEE

PAPER EEC.
COMPUTER DISC REC.
P?STEE SESSION
WINN

NO SHOW |
SEX

ROOM ASSN.

Type filename: JR.SCI.SYMPOS 516K Avall.

Filgure 6-29. The Monltor Screen After A New Name Has Been Typed.
(c) Press the RETURN key once
(d) Press the ESC key once and then look at Fligure
6-30. Note that the new flle name has been entered

and now appears in the upper left corner of the
screen.
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File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX NOOM ASSN.

R N R N N R R e S R R R R A s R N . O N R O N N N SN RNE S SNSRI SIS

91 KING ARCARIA 8 NONE TRAYLOR PD OBSER OBSE NA NA - M -
78 WAGNER ARMSTRONG HS WOOD LANKFOR PD NO NO NA - - M -
37 2AMA H ASHLEY, J HS FERRAN FERRANT PD NO NO NA - - M -
68 EDGREN BLAYDOﬂ. NA NA BLAYDON NA NA NA NA NA NA F -
63 SEQUL BRIEHT. S HS CHAN CHAN PD YES YES - - - F -
80 WAGNER BRILEY, A NA BRILEY BRILEY NA NA NO NA NANA F -
88 US ARM - NA NA NA NA NA NA NA NA NA M -
89 US ARM - NA NA NA NA NA NA NA NANA M -
90 USN JU - NA NA NA NA NA NA NA NA NA M -
43 ZAMA H ALCAZAR HS FERRAN FERRANT PD YES YES - - -~ F -
62 SEQUL BURKS, kKA HS CHAN CHAN PD YES YES - - - F -
66 SEOUL CHAN, E. NA NA CHAN NA NA NA NA NA NA F -
7 gc PER CHANbRA. HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -
Type entry or use ¢ commands é-? for Help

Figure 6-30. The Monitor Screen Showing The Flle With The Name Change
Entered.

File: JR.SCI.SYMPOS SELECT RECORDS Escape: Review/Add/Change
Selectlion:

B W~ OO ~INULL W=

[ YSF U YIF WU

Tyre number, or use arrows, then press Return 516K Avall.

Figure 6-31. The Screen After Entering The Record Selectlion Rule.

(9) Selection rules for finding specific records. This
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option allows you to set up to three rules by which the
computer will search for a speclfic record. Your search
may lnclude up to three records.

(a) Press the OPEN-APPLE and the "R" keys at the same
time (see Flgure 6-31).

(b> Highlight the category that you wish to use for
comparison by using the DOWN-ARROW key.

(¢) Press the RETURN key once (see Flgure 6-32).

File: JR.SCI.SYMPQOS SELECT RECORDS Escape: Review/Add/Change
Selection: PAPER REC.

equals

is greater than
is Tess than

is not equal to
is blank

is not blank
contalins

beglns with
ends with
does not contain

. does not begin with
does not end with

[(WOUTUSE
N OV~ WN—

Type number, or use arrows, then press Return 516K Avall.

Figure 6-32. The Monitor Screen After Selecting The Category To Be
Used To Locate A Record.

(d) Choose the type of comparison you wish to make by
highlighting that choice. To do this, use the
ARROW keys.

Ce) Press the RETURN key once (see Flgure 6-33).
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File: JR.SCI.SYMPOS SELECT RECORDS Escape: Review/Add/Change
Selection: PAPER REC. equals

R R e R e e e e e e T S S R R R S N N I N R N R R R R SN ST E SRR S ENRE IS S LI TN

Type comparison information: 516K Avall.

Flgure 6-33. The Monltor Screen After The Type Of Comparison
Information Has Been Entered In The Computer.

File: JR.SCI.SYMPOS SELECT RECORDS Escape: Erase entry
Selection: PAPER REC. equals

e e e e e e S T N RS RS EESREES P13+t 1+ttt 3 2+ 2 33 33 2 £

e A e G W Ne R . M R R e G G GBS G G B G S . W G f W . G G D MR G M G S G AL SR S G R G L G D D D G D R GE G G D S G R S D G G G D G e W G = G G D S G e e e

Type comparison Information: YES 516K Avall.

Flgure 6-34. The Monltor Screen Showing The Information Typed.

(f) Type the information for which you wish the
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computer to search (see the example In Flgure
6-34) .

Flle: JR.SCI.SYMPOS SELECT RECORDS Escape: Review/Add/Change
Selection: PAPER REC. equals YES

i{. and
2. or
3. through
Type number. or use arrows, then press Return 516K Avall.

Figure 6-35. The Monltor Screen Showing The Comparlison Information
Entered.

Flle: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Maln Menu
Selection: PAPER REC. equals YES

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

63 SEOUL BRIGHT, S HS C B g PD YES YES - - - F -
43 2AMA H ALCAéAk HS FER AN ERRANT PD YES VYES - - - F -
62 SEOUL BURKS, KA HS C PD YES VYES - - - F -
7° MC PER CHANDRA, HS stsup PD YES YES - - - F -
10 KUBASA CHERRY, L HS G ua MARSHAL PD YES NO - - - F -
82 %ﬁ NER CRUZ, PHO 8 6ﬁ5§ gag EY PD YES YES 2 - - F -
25 ASA FILIPCZUK HS BY MARSHAL PD YES NO NaA - - F -
44 %ﬁ"ﬁ H ggNVILLE S FERRAN EE§§ANT PD YES YES - - - F -
61 SEOUL 1ED, JA HS CHAN CH PD YES NO - - - M -
54 EDGREN EEARN JA HS BLAYDO BLAYDON PD YES YES - - - M -
11 EDGREN HEPLER, W 8 ALEXAN BLAYDON PD YES YES 1t - - M -
€ KINNIC HOLMES. M 12 STARRI STARRIN PD YES NO - - - F -
53 EDGREN JACKSON, HS BLAYDO BLAYDON PD YES YES - - - F -
39 ZAMA H JOHNSON. HS FERRAN FERRANT PD YES YES - ~- - F -
21 YOKOTA JORDAN, T HS WEBER WEBER PD YES NO - - - F -
Type entry or use ¢ commands " ¢-? for Help

Flgure 6-36. The Screen After Escaping The Rule Drafting Option.
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(g) Press the RETURN key (see Flogure 6-35).

(h) To continue the processa, hlghlight *“and, or,
through* and press the RETURN key or press the ESC
key to use only one rule.

(1) Press the ESC key (see Figure 6-36). The Flgure
shows all records selected using the rule drafted
above.

(J) Press the OPEN-APPLE and the "R" keys at the same
time. Your screen now appears |lke the example
shown In Flgure 6-37.

Flle: JR.SCI.SYMPOS SELECT RECORDS Escape: Review/Add/Change
Selectlion: PAPER REC. equals YES

Select all records? No Yes

Flgure 6-37. Step One In Returning All Flle Records To The Screen.

(k) Use the RIGHT-ARROW key to highllght the "Yes"
Option.

(1) Press the RETURN key (see Flgure 6-38).
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Flle: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Malin Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO W1 NO SEX ROOM ASSN.

91 KING ARCARIA, 8 NONE TRAYLOR PD OBSER OBSE NA NA - M -
78 wacnag ARMSTRONG HS WOOD  LANKFOR PD NO NO NA- - M -
37 2AMA H ASHLEY. J HS FERRAN FERRANT PD NO NO NA- - M -
68 EDGREN BLAYDON, NA NA BLAYDON NA NA NA NANANA F -
63 SESUB BRIGHT, 'S HS CHAN _ CHAN PD YES YES - - - F -
85 WAGNER BRILEY. A NA BRILEY BRILEY NA NA NO NANANA F -
88 US ARM - NA NA NA NA NA NA NANANA M -
89 US ARM - NR NA NA NA NA NR NANANA M -
90 U§N JuU - NA NA NA NA NA N NANANA M -
43 2AMA H ALCAZAR, HS FERRAN FERRANT PD YES YES - - - F -
62 SEOUL BURKS, KA HS CHAN CHAN PD YES YES - - - F -
66 SEOUL CHA . NA NA CHAN NA NA NA° NANANA F -
7  MC PER CHANDRA., HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD ¥ES #NO - - - F -
Type entry or use ¢ commands &-? for Help

Figure 6-38. The Screen After Exiting The Record Selection Option.

File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

Record 6 of 96 o ees—m—sss—os===—=m=========
NG.: 63 .

SCHOOL: SEOUL HS

AP ICAET: BRIGHT, SONIA

QW

Type entry or use ¢ commands 4-? for Help

Figure 6-39. The Monitor Screen After 2ooming In On One Record.
(10) Zooming in on one record.
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(a) Place the cursor directly under a record that you
wish to examine.

File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selectlion: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

63 SEOUL BRIGHT, S HS CHAN CHAN D YES YES - - - F -
80 WAGNER BRILEY, A NA BRILEY BRILEY A NA RO NA NANA F -
88 US ARM - NA NA NA NA NA A NA NANA M -
89 US Ans - NA NA NA NA NA NA NA NANA M -
90 USN JU - NA NA NA NA N NA NA NANA M -
43 2AMA H ALCAZAR HS FERRAN FERRANT PD YES YES - - - F -
62 SEOUL BURKS, KA HS CHAN  CHAN PD YES VES - - - F -
66 SEOUL HAN, E. A NA CHAN NA NA NA NANA F -
7 MC PER CHANﬁRA. S JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -
26 KUBASA CLYMER, L HS MARSHA MARSHAL PD NO NO NA - - F -
82 WAGNER CRUZ PHO 8 BRILEY BRI&EY PD YES YES 2 - - F -
9; KING DIMAYUGO, 8 NONE TRAYLOR - OBSER OBSE NA NA - F -
77 WAGNER DISCH JE HS WOOD LANKFOR PD NO NO NA - - F -
67 DEWEY DUNKLE. D NA NA DUNKLE, NA NA NA NA NANA M -
Type entry or use ¢ commands &-7? for Help
Flgure 6-40. The Monitor Screen After Returning To The All Records
Format.
File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

_REESERS=: ==’ﬂ=====ﬂ=ﬂ=========ﬂ===========8==============‘.===================ﬁ mes

ING ARCARIA NONE TRAYLOR

91 8 PD OBSER OBSE NA NA - M -
78 WAGNER ARMSTRONG HS WOOD LANKFOR PD NO NO NA - - M -
37 ZAMA H ASHLEY, J HS FERRAN FERRANT PD NO NO NA - - M -
68 EDGREN BLAYDOﬁ. NA NA BLAYDON NA NA NA NA NANA F -
63 SEOU% BRIGHT, S HS CHAN CHAN PD YES YES - - - F -
80 WAGNER BRILEY, A NA BRILEY BRILEY NA NO NA NANA F -
88 US ARM - NA NA NA NA NA NA NANANA M -
89 US ARM - NA NA NA NA NA NA NA NANA M -
90 USN JU - NA NA NA NA A NA NA NANA M -
43 Z2AMA H ALCAZAR HS FERRAN FERRANT PD YES YES - - - F -
62 SEOUL BURKS, kA HS CHAN CHAN PD YES YES - - - F -
66 SEOUL CHAN, E. NA NA CHAN NA NA NA NA NANA F -
7 MC PER CHANﬁRA. HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -
Type entry or use ¢ commands ¢-? for Help

Figure 6-41. The Flle Before Duplicating Informatlion In One Category.
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(b) Press the OPEN-APPLE and the "Z" keys at the same
time (see Flgure 6-39).

(c) Press the OPEN-APPLE and the "2" keys at the same
time to return to all records (see Flgure 6-40).

(11) Copylng an entry. This option ls used when you have one
or more successlve entrles In a category that are all
the same.

(a) Suppose you have 10 successlve records, all of
which have the same entry In the flrst category,
say the flrst category (the DOC. NO. category ln
Flgure 6-41).

(b) Dupllicate 10 blank records as follows (thls process
can be accompllished also by lnserting blank records
as descrlbed above):

l. Zoom In on the last record of the file
go that |t appears simllar to the example
shown In Flgure 6-42.

Flle: DB01288.008 REVIEW/ADD/CHANGE Escape: Maln Menu
Selection: All records

Record 95 of 95

NO.: S
SCHOOL: Z2AMA HS
APPLIQANT: WR1GHT, CANDICE LYNN

GRADE: HS

MENTOR: MC GINNIS
SPONSOR: FERRANT

APP. FEE: PD

PAPER REC.: NO_
COMPUTER DISC REC.: NO
POSTER SESSION: NA
WINNER: -

NO SHOW: -

SEX: F

ROOM ASSN -

Type entry or use ¢ commands &-7 for Help

Figure 6-42. The Flle Record After Zooming In On 1t.
Ii. Move the cursor to the bottom category and
press the RETURN key. You should recelve the
message shown ln Flgure 6-43.
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File: JR.SCI.SYMPOS INSERT NEW RECORDS Escape: Revliew/Add/Change
Selection: All records

Record 96 of 96

:======ﬂ============:====’-===-==============8==================================

You are now past the last record
of your file and can now start
typlng new reco~ds at the end.

Do you really want to do this? No Yes

Flgure 6-43. The Monltor Screen After Passing The Last Record In The
File.

File: JR.SCI.SYMPOS INSERT NEW RECORDS Escape: Revlew/Add/Change

Record 97 of 97

35<e
-
=
I

GRAD
ENT

Y
%9
5
=] O A e

COMP
P

E
—
o o 1]
QAR

Type entry or use ¢ commands 516K Avall.

Flgure 6-44. The Monltor Screen Showing A Blank Record.

iti. Highlight "yves" by pressing the RIGHT-ARROW
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key.

iv. Press the RETURN key (see Figure 6-44).

File: DB01288.008 COPY RECORDS Escape: Erase entry

Record 96 of 96

. — —— — D ( —— S G Y — S —— S T S 45" S o S > ey Smib G Smit S S et S Y S A S S ST S et S S S S g} IS TSNS et e e mm MR em T TS Sm s em Sm TS TR TR T I S TN IS NI IR TEER
e T e T T S S R R T N R R  C e e on T v o o . —— — ———————— - _— o > —— o= o o o QU ot i ST G S (s T s, s S

How many coples of current record? (Max 99 9 516K Avall.

Figure 6-45. The Monitor Screen Showing The Numeral "“9."

File: DB01288.008 INSERT NEW RECORDS Escape: Revliew/Add/Change

Record 96 of 105

—————_————_—_——————————————-—————-———————_————_———————.——_———————.—_——_——_._——-——---—..__
e N R N e S S s S R S S S e S e S s aa s e e A eSS eEs e T e m———

Type entry or use ¢ commands 515K Avall.

Flgure 6-46. The Monltor Screen Showing The Increase In Records.
113

116




v. Press the RETURN key once.

vi. Press the OPEN-APPLE and the “C" key at the
same time.

vil. Type the numeral "9" (see Fligure 6-45).

vili. Press the RETURN key and examline the screen.
Note that the number of records has lncreased
to include the 10 you have Just added (Flgure
6-46).

ix. Press the OPEN-APPLE and the "2" keys at the
same time to change the format (see Flgure

6-47).

File: DB01288.008 REV1EW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOO APPLICANT _ GR MENTOR SPONSOR AP PAPE COMP PO WI NO__SEX ROOM
17 YOKOT WEBER DEANNA L.  HS WEBER WEBER PDNO NO NA- - F -

57 DEWEY WEIDETZ, ALVIN HS DUNKLE DUNKLE PD YES YES - - - F -

41 ZAMA  WONG ﬁISTINE HS MC GIN FERRANT PD YES YES - - - F -

45 ZAMA wRIGﬁT CANDICE LYN HS MC GIN FERRANT PDNO NO NA - - F -
Type entry or use & commands ¢-? for Help

Figure 6-47. The Monltor Screen Showing The 10 Newly Added Blank
Records.

(c) Move the cursor, to the NO category and place
it on the record directly under the category having
the Information to be copled, by using the UP- or
DOWN-ARROW keys and |f necessary pressing and
holding down the OPEN-APPLE key while the TAB key
is pressed several times, causing the cursor to
Jump back categorles.

(d) Press and hold down the OPEN-APPLE key and while

it Is held down, press the * key 10 times. Your
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file will appear similar to the example shown in
Figure 6-48.

Flle: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

R e Nt R N e U S SRR ST RERSEEESSEEEEEE 44—+ + 217+ 3

20 YOKOTA WEBER, CH NA NA WEBER, NA NA NA NA NANA M -
17 Y2OKOTA WEBER, DE HS WEBER WEBER PD NO NO NA - - F -
S7 DEWEY WEIDE?T?2 HS DUNKLE NKLE D YES YE§ - - - F -
41 ZAMA H WONG, TRI HS MC GIN FERRANT PD YES YES - - - F -
zg ZAMA H WRIGHAT, C HS MC GIN FERRANT PD NO NO NA- - F -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
Type entry or use ¢ commands $-? for Help

Figure 6-48. The Monitor Screen Showlng The Results Of Duplicating
The Category Information.

File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

91 KING ARCARIA 8 NONE TRAYLOR PD OBSER OBSE NA NA - M -
78 WAGNER ARMSTRONG HS WOOD LANKFOR PD NO NO NA - - M -
37 ZAMA H ASHLEY, J HS FERRAN FERRANT PD NO NO NA - - M -
68 EDGREN BLAYDOﬁ. NA NA BLAYDON NA NA NA NA NANA F -
63 SEQUL BRIGHT, S HS CHAN CHAN PD YES YES - - = F -
80 WAGNER BRILEY, A NA BRILEY BRILEY NA NA NO NA NA NA F -
88 US ARM - NA NA NA NA NA NA NA NANA M -
89 US ARM - NA NA NA NA NA NA NA NA NA M -
90 USN JU - NA NA NA NA NA NA NA NA NA M -
43 2AMA H ALCAZAR HS FERRAN FERRANT PD YEO YES - -~ - F -
62 SEOUL BURKS, KA HS CHAN  CHAN PD YES YES - - - F -
66 SEOUL CHAN, E NA NA CHAN NA N2 NA NA NA NA F -
7 MC PER CHANDRA, HS JESSUP JESSUP PD YES YES - - - F -
10 KUBASA CHERRY, L HS GRUBER MARSHAL PD YES NO - - - F -
Type entry or use ¢ commands &-? for Help

Flgure 6-49. The Monitor Screen Showling The Results Of Exercising The
CPEN-APPLE-1 Option.
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(12) Moving to the beginning of the file.

(a) Press the OPEN-APPLE and the "1* keys at the same
time (see Fligure 6-49).

(13) Moving to the end of a flle,
(a) Press the OPEN-APPLE and the "9" keys at the same

time. The results of thls actlion are shown In
Figure 6-50.

File: JR.SCI.SYMPOS REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR APP PAPER COMP PO WI NO SEX ROOM ASSN.

20 YOKOTA WEBER, CH NA NA WEBER, NA NA NA NANANA M -
17 YOKOTA WEBER., DE HS WEBER WEBER PD NO NO NA- - F -
67 DEWEY WEIDETZ, HS DUNKLE DUNKLE PD YES YEs - - - F -
41 ZAMA H WONG, TRI HS MC GIN FERRANT PD YES YES - - - F -
zg ZAMA H WRIGAT, C HS MC GIN FERRANT PD NO O NA- - F -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
45 - - - - - - - - - - - - -
Type entry or use ¢ commands 3-? for Help

Figure 6-50. The Monitor Screen Showing The Results Of Exerclsing The
OPEN-APPLE-9 Option.

04. Additional Help. Additional help with data base files may be
obtalned from the AppleWorks Instructlion book.
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CHAPTER SEVEN

MERGING DATA BASE AND WORD PROCESSING
FILES

INTRODUCTION

At times AppleWorks users need to use information contained In
data base files In word processing flles. Such is often the case when
reports are written. In this chapter, we go through the steps
necessary to complete the task of transferring data base flle records
into wordprocessing flles.

nmom3INn

DIRECTIONS
01. Flle Loading. Bring the data base and the word processing

filles with which You wish to work from your stc-age disk to the
AppleWorks desktop.

02. Transferring The Data Base File.

a. Selecting the data base flle.

Disk: Disk 1 (Slot 6> MAIN MENU Escape: Maln Menu
l Maln Menu I I
| I
I 1. Add flles to the Desktop ,
, 2. Work with one , “Desktop Index } ,
[ 3. Save Desktop | 1. WP01199.007 WP | |
| | 2. DOC.LIBRARY.007 DB | |
I 4. Remove flles | 3. LIB.008 DB | [
[ | 4, Pl RESEARCH SS | [
; S. Other Activit { 5., WP01199.007 WP ; I
I 6. Qulit I
[ [
Type number, or use arrows, then press Return 213K Avall.

Figure 7-1. The Monitor Screen Showing The Qulck Switch Functlion.
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(1) Press the OPEN-APPLE and the "Q" (quick switch) keys at
the same time (see Fligure 7-1).

(2) Using the DOWN-ARROW key |f necessary, highlight the
data base file.

(3) Press the RETURN key once. Flgure 7-2 shows an example

File: JUN.SCI.SYMPOSI REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

NO SCHOOL APPLICANT GR MENTOR SPONSOR AP PAPE COMP PO WI NO SEX ROOM ASSN.

J N T e T T+ + 3 ¢+ -+ T P T+ T 1 3 3 53 3 4+t ¢+ 23 3 + 21 2+ 23—+
e e e T e e T T T T R R T R R R R R R R R S e e e e e e e o = v s v ™70 70 A0 CID G5 " S TU0 S e S S S S S S S S s s S SRS, S, S G, s, S

WEAVER WEAVER PD YES YES

11 - - - F -
Z KADENA MCMILLAN. 11 LAMORE WEAVER PD YES YES - - - F -
3 KADENA SPENCER, 12 LCDR H WEAVER PD YES YES - - -~ F -
4 KADENA LEONARD, 8 MAJ CO VER DYES YES 2 - - F -
S XADENA REYHER, K 8 LCDR H WEAVER PD YES YES 3 - - F -
6 KINNIC HOLMES, M 12 STARRI STARRIN PD YES - - - F -
7 MC PER CHANDRA, HS JESSUP JESSUP PD YES YES - - - F -
8. MC PER SAMTANI HS JESSUP JESSUP PD YES YES - -~ - F -
9" MC PER LEY, ANDR HS JESSUP JESSUP PD NO NO NA - - F -
10 KUBASA CHEQRY. L. HS GRUBER MARSHAL PD YES NO - - - F -
11 EDGREN HEPLER, W 8 ALEXAN BLAYDON PD YES YES { - - M -
12 EDGREN SEDERWALL 8 ALEXAN BLAYDON PD NO NO NA - - F -
13 KING SHABAZ?Z 11 GRIMMS TRAYLOR PD NO NO NA - - F -
14 YOKOTA RICE, ANG HS WEBER WEBER PD YES NO - - - F -
15 YOKOTA JOQUisT, HS WEBER WEBER PD NO NO NA - - M -
Type entry or use ¢ commands ¢-? for Help
Filgure 7-2. The Monlitor Screen Showing An Example Data Base Flle.
File: JUN.SCI.SYMPO:I REPORT MENU Escape: Review/Add/Change

Report: None

- . S a ——— Y S—— p—— > iz} S T S S S gy St ey Sty ol Gt sy SR et S D G S Guiy SED SEMR Guiy ety S S G S S G Gty UMD S S S 4R i S Gt St et SV S SN S e S SmG S =R owm TNV INN S SR A TR e em TR oS IR TR TR TR SR TR
S T R R T T R R N R e R R R e e T en o e e o T T S o T e G S e G S s T e =D Gy Srs e S Gl L0 T Sras T T S W D S ——

Get a report format

Create a new "tables" format
Create a new "labels" format
Duplicate an existing format
Erase a format

b N

Type number, or use arrows, then pregs Return 482K Avall.

Flgure 7-3. The Monitor Screen After Selecting The Print Option.
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of a data base fille. We shall transfer thls flle Into
a word processing flle.

b. Printing The Data Base File To The Cllipboard.

(1) Press the OPEN-APPLE and the "P* keys at the same time
(see Flgure 7-3).

(2) Use the ARROW key iIf necessary to highlight the "Create
a new tables format."

(3) Press the RETURN key once. Your monitor screen should
appear similar to the monltor screen plicture shown in

Figure 7-4.
File: JR.SCI.SYMPQS NAME THE NEW REPORT Escape: Report Menu
Report: None
Type a name for the report: T TTTTTTTTTTTTTTTTTsiek Avall.

Figure 7-4. The Monltor Screen After Selecting The Create Tables
Optlion.
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OQL‘

UE.SCI.SYMPOSI NAME THE NEW REPORT Escape: Erase entry
onhe

— T W o T S S T St ST S S PEE S SEE SED SE T S e S GV SN wmm SUE svet Sw owm S e T T+ -+ T+ T+t 1t 1 1+t
———————————————————————————————_—————.———————_——————————————_———————————-—————___

—-———-—————————-—————u—-—————-——.—————-—--———-—————————-—-_———_--———_————————————-

Type a name for the report: SYMP.SELECTEES 516K Avail.

Figure 7-5. The Monlitor Screen Showing An Example Report Name.

(4) Type a name for your report. An example ls provided {n
Figure 7-5.

(5) Press the RETURN key once (ser “lgure 7-6).

File: JUN.SCI.SYMPOSI REPCRT FORMAT Escape: Report Menu
Report: SYMP.SELECTEES
Selection: All records

D — — o P T s S S S —— —— gt T S S Sme G SE Sran Sz SIS Gmit e Sin T Do TS wen ——— — —— " — — T — o o ST D G G Y S S I S ST SUD S S v s S S v SL8 SHE SR SW TER TIE SUB SR ST S SR Om TR IS ERSSIT
e e T e T e e e e S T T T e e e e e R R R N S s S E e o o = own wn ot S5 T S O S (D T i D e R T T T TR e o = o = o e o o e

or <-- Move cursor Right Justify thls category
> @ < Switch category positlions Define a calculated categorY
@ <-- Change column width Chan?e report name and/or tltle

000?000
—OTUOZERG

a-A Arrange (sort) on thls category Printer options

é-D Delete this categor - Print the report

&-G Add/remove group totals - Change record selection rules
-1 Insert a prev. deleted category - Add/remove category totals

"2“ SgHOOL AEPLICANT GEADE MgNTOR SgONSOR A
1 KADENA PREBLE, ANNA 11 WEAVER, DAN WEAVER P
2 KADENA MCMILLAN, DA 11 LAMOREAUX WEAVER P
3 KADENA SPENCER, JUL 12 LCDR HAMBERG WEAVER P
--------------------------------------------------------------------- More --->
Use optlions shown above to change report format 514K Avall.

Flgure 7-6. The Monltor Screen Showing The Report Name Entered.
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(6) Press the OPEN-APPLE and the "P" keys at the same time
(gsee Figure 7-7).

Fiile: JR.SCI.SYMPQOS PRINT THE REPORT Eacape: Report Format
Report S08P : SEL ECTEES a
Selection: All records

Where do you want to print the report?

1 Imaaeerter

2 EPSON

3 The screen

4 Tne clipboard (for the Word Processor)

5 The clipboard (for Mall Merge)

6 A text (ASCII) file on disk

7 A DIF (TM) fille on disk
Type mumber. o use acrows, then preas Retucn 516K Avail.

Figure 7-7. The Monltor Screen After Selecting The Print Function A
Second Time.

(7) Use the DOWN-ARROW key and highllight the. "The cllipboard
(for the word processor)' optlion.

File: JR.SCI.SYMPOS PRINT THE REPORT Escape: Restore former entry
Report: SYMP.SELECTEES
Selection: All records

———_....._.-—-_—--—————-——-—-——————-----————_--—-_--——---—--—----———_——-———._—_-———_———

Type report date or press Return: 516K Avall.

Figure 7-8. The Monltor 3creen After Selecting The Word Procegsor
NOption.
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(8) Press the RETURN key once (examine Flgure 7-8).
(9> Type today’s date (see Fligure 7-9).

Flle: JR.SCI.SYMPQOS PRINT THE REPORT E ¢ Rest
e IR BELECTEES scape estore former entry
Selection: All records

Type report date or press Return: 90MARO9 516K Avall.
Figure 7-9. The Monitor Screen Showing The Date Typed.

(10) Press the RETURN key once.

File: JR.SCI.SYMP PRINT THE REPORT Escape: Report Format
B bt T ROCE  SETECTEES P P
Selection: All records

The report is now on the clipboard,
and can be moved or copled Into Word
Processor documents.

— . . R o N WD R W Y MR Gw TR D R EE R W EE G EE D R R G G G S R . D M R M G D G D R e G D SR M0 SR SR MR GD e MR G G G M G GRS G 0 WS e S a8 S8 S0

Press Space Bar to continue 504K Avall.
Flgure 7-10. The Monltor Screen Showing The Printed To The Clipboard
Message.
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(11) Examine your monltor screen and compare (t wlith the
plcture provided in Figure 7-10. You should see a
message on the computer monltor screen telling you the
your document has been printed to the clipboard. This
ils your cue that It 13 time to move from the data base
flle to your word processor flle.

c. Moving To The Word Processor Flle With Qulck Swiltch.

File: JR.SCI.SYMPOS PRINT THE REPORT Escape: Main Menu
Report: SYMP.SELECTEES
Selectlion: All records

==—_="—==="—-—"===——=——_—=—"’——="‘—==——=—"==—-‘==‘===-_-_==—-==========——==—-===="—==-—=—__—=—_=—"‘=—-=======

| Desktop Index

|
__________________________ |
1. DATA.BASE DB |
The r 2. INVENTORY DB |

and ¢ 3. DOC.LIBRARY.007 DB | d
Proce 4. DB01353.008 B |
5. JR.SC;.SYNPOS DB |
6. WP01273.008 wP ‘

Type number. of use arrows, then press Return 492K Avall.
Figure 7-11. The Monltor Screen Showling The Quick Switch Optlon

Energlzed.

(1) Press the OPEN-APPLE and the "G" (quick swlitch) keys at
the same time (see Flgure 7-11).

(2) Use the ARROW keys to highlight the word processor
document into which you are mergling your data base
document .

(3) Press the RETURN key once. Your word processor flle
should appear on the monitor screen (see Flgure 7-12).
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Flle: WP01273.008 REVIEW/ADD/CHANGE Escape: Maln Menu

A LOT OF WIND

Jane Larson, Richard M. Schlenker,
and Sally Yoshlda

I. OVERVIEW

In thls actlivity students experiment by moving famlllar ob%ects
across a smooth surface and then a rough surface. The number o
breaths required to move each object across the 1 meter distance |s
recorded. Students wlll discover that many varlables can affect the
amount of ener?y required to move the objects., They will see that the
objects move slower over the rough surface energy, aerodynamics, lung
capaclty, bearing surface, sall area may result. Students shoufd then
be able to predict the number of breaths necessary to move other
objects across the distance on varlous surfaces.

I11. TEACHER BACKGROUND
(A note of cautlon--while some teachers need some background
before they can comfortably conduct an activity, we feel students

Type entry or use ¢ commands Line 4 Column 1 3-? for Help

Flgure 7-12. The Monltor Screen Showlng The Word Processor Document.

Flle:|WP01?73.0?8 | | MOVE TEXT | Escape: Review/Add/Change
memmames | a=rpmis | ExEmas | X=X e | = | = | =S | =S e e | BECE  Smx | EEEE 1+
LOT OF WIND

Jane Larson, Rlichard M. Schlenker,
and Sally Yoshlda

I. OVERVIEW

In this activity students experiment by moving famillar ob%ects
across a smooth surface and then a rough surface. The number o
breaths required to move each object across the i meter distance ls
recorded. Students wlll discover that many varlables can affect the
amount of ener?y required to move the objects. They wlll see that the
objects move slower over the rough surface energy, aerod namics, lung
capaclity, bearing surface, =all area may result. Students shoufd then
be able to predict the number of breaths neceassary to move other
objects across the dlistance on varlous surfaces.

I11. TEACHER BACKGROUND

Move Text? Wilthin document To cllpboard From cllpboard

Figure 7-13. The Monltor Screen After Selecting The Move Option.
d. Document Merglng Process.
(1) Use the ARROW keys and move the cursor to the location
ln the word processing flle where you want the data base
file to be located.
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(2) Press the OPEN-APPLE and the "M" keys at the same time
(gsee Figure 7-13).

(3) Use the RIGHT-ARROW key to highllight the, "From
clipboard (paste)" optlon.

(4) Press the RETURN key once. Your data base flle should
have moved from the cllipboard to the location in the
word processing flle where your cursor was set (see
Figure 7-14).

Fille: WP01273.008 REVIEW/ADD/CHANGE Escape: Malin Menu

e e e I e I T B Yy g Ry — | e v e | cnemomam | oo o amcew owen [ w=a— — p—
i+ +—+ 3+ SF 4+ AR -+ - A+ AR+ AR+ - AR+t AR ARt AR _—-.—l——-.= _——ES sl s ===

A LOT OF WIND

Jane Larson, Richard M. Schlenker,
and Sally Yoshida

I. OVERVIEW

In this actlivity students experiment by moving famillar ob%ects
across a smooth surface and then a rough surface, The number ©
breaths required to move each objJect across the {1 meter distance |is
recorded. Students will discover that many varlables can affect the
amount of energy required to mocve the obJects. They will see that th
obJects move slower over the rough surface energy, aerod{namlcs lung
capacity, bearing surface, sall area may resuit. Students should the
be able to predlict the number of breaths necessary to move other
objects across the distance on various surfaces.

Flle: JR.SCI.SYMPOS
Page 1
Report: SYMP.SELECTEES

Type entry or use ¢ commands Line 4 Column 1 &-? for Help

e
n

Figure 7-14. The Monltor Screen After Moving The Data Base File From
The Clipboard To The Word Processing File.

(5) I1f your data base flle is so large that it wraps around

on itself, not fitting In the availab.e space, proceed
to STEP 03; otherwise, jump to STEP 04.

03. Altering The Width Of The Data Base Information.

a. Using the ARROW keys, move the cursor to the row immediately
above the beginning of the data base information.

b. Press the OPEN-APPLE and "0O" keys at the same time (see
Figure 7-15).
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Flle: WP01273.008 PRINTER QOPTIONS Escape: Rev!ew/Add/Change

-sua-|--=:|===—I==_;|==== ====|====|azaala:z:|====|=—==|a=az|=--:|nn==|=--=|==_

obJects across the distance on varlious surfaces.

Flle: JR.SCI.SYMPOS
Page

Rs ggﬁoquMP.SELECTEES
NO. SCHOOL APPLICANT GRADE MENTOR
SPONSOR AP
KADENA PREBLE, ANNA 11 WEAVER DAN

PW=8.0 LM=0.5 RM=0.5 ClI= =10 UJ PL=11.0 TM=0 BM=2.0 LI=6 SS

Optlon: UJ: UnJustifled GB: Group Begln BE: Boldface End
CN: Centered GE: Group En +B: Superscript Be

PW: Platen Width PL: Paper Length HE: Page Header +E: Superscrlipt En
LM: Left Marglin TM: E ara FO: Page Footer -B: Subscrlipt Beglin
RM: Right Mar in BM: Bottom SK: Skip Lines -E: Subscrlipt En
CI: Chars per Inch Ll: Lines per nch PN: Page Number UB: Underlline Be in
Pi: Proportional-1 SS: Slingle Space PE: Pause Each page UE: Underline E
P2: Proportional-2 DS: Double Space PH: Pause Here PP: Print Page o
IN: Indent TS: Triple Space SM: Set a Marker EK: Enter Keyboard
JU: Justlfled NP: New Page BB: Boldface Begin MM: Mall Merge

Figure 7-15. The Monltor Screen After Selectlng Word Processor Print
Optlons.

c. Altering The Left Margin.
(1) Type, “LM."

Flle: Wpoi273.008 _ ___ _ __ PRINTER OPTIONS __ __ Epcape; Revjew/Agd/Zhines
objJects across the distance on varlous surfaces.

Flle JR SCI .SYMPOS

Regorf SYMP . SELECTEES

SCHOOL APPLICANT GRADE MENTOR

SPONSOR
———————— Left Margin: 0.5 lnches L
T PW=8.0 LM=0.5 RM=0.5 CI=10 UJ PL=11.0 TM=0.0 BM=2.0 LI=6 SS
Option: Ud: UnJustlfled GB: Group Begln BE: Boldface End

CN: Centered GE: Group En +B: Superscrlpt eg
PW: Platen Width PL: Paper Length HE: Page Header +E: gerscrlpt
LM: Left Margln T™: To rﬂ FO: ?e Footer -B: scrlpt Begln
RM: nght Margln BM: ar? SK: Sk p Lines -E: Subscrlp
Cl: Chars per Inch LI: Llnes per PN: Page Number UB: Underllne Begln
Bi: Proportlional-1 SS: Slng e Space PE: Pause Each page UE: Underl
P2: Proportlional-2 DS: Double Space PH: Pause Here PP: Print Page No.
IN: Indent TS: Triple Space SM: Set a Marker EK: Enter Keyboard
JU: Justlfled NP: New Page BB: Boldface Begin MM: Mall Merge

Flgure 7-16. The Monitor Screen After Changing The Left Margin To 0.5
Inches.
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(2) Press the RETURN key once.
(3> Type, "0.5".

(4) Press the RETURN key once. Examine your monitor screen
and Flgure 7-16.

(5) Type, "RM."
(6) Press the RETURN key once.

(7> Type, "0.5".

Flle WP01?73 0?8 I |_gRI$TER ?PTIgNg___'___§?ggggi_gg!}gg_ﬁ?__gg?ggg
File: JR.SCI .SYMPOS

Pag 1

Bort SYMP .SELECTEES

. SCHOOL APPLICANT GRADE MENTOR
SPONSOR AP

-------- Left Margin: 0.5 inches
-------- Right Margin: 0.5 inches

-— s s an an e e an e an - - - an an an e an an e an e e as e En an an e W Ge - - SP G GD Gn G2 S G Y a2 Gn @ WS e - an an e . an . an o

PWw=8.0 LM=0.5 53—0 .5 CI=10 UJ PL=11, 0 TM-O 0 BM=2.0 LI=6

SS

Option: UnJustified GB: Group eg n BE: Boldface End

CN: C ntered GE: Group +B: Superscrlpt Beg
PW: Plateﬂ Wldth PL: aper Length HE: Page Header +E: Superscri
LM: arg n TM: g g ara FO: ?e ooter -B: Su scrlpt Be in
RM: Right Margin BM: Bottom ar? SK: ines -E: Subscrlpt En
Cl: Chars per Inch Ll: Lines per PN: Page Number UB: Underl ne egln
Pi1: Proportional-1 SS: Single Space PE: Pause Each page UE: Underl
P2: Proportional-2 DS: Dou le Space PH: Pause Here PP: Print Page .
IN: Indent TS: Triple Space SM: Set a Marker EK: Enter Keyboard
JU: Justiflied NP: New Page BB: Boldface Begin MM: Mall Merge

Flgure 7-17. The Monitor Screen After Changling The Right Margin To
0.5 Inches.

(8) Press the RETURN key once. Examine your monitor screen
and Flgure 7-17.

(9) Press the ESC key once. Your monitor screen should
appear similar to the plcture shown in Figure 7-18.

127

1360




File: WP01273.008 REVIEW/ADD/CHANGE Escape: Main Menu

be able to predict the number of breaths necessary to move other
obJects across the distance on various surfaces.

File: JR.SCI .SYMPOS

Repggg°isYMP SELECTEES
NgBMAR69 .SCHOOL APPLICANT GRADE MENTOR
SPONSOR AP
;;;;;; """" éDENA PREBLE, ANNA 11 WEAVER, DAN
2 KADENA MCMI . DA {1 AMO
EEAVER 50 LLAN L REAUX
3 KADENA SPENCER, JUL 12 LCDR HAMBERG
WEAVER PD
4 KADENA LEONARD, NIN 8 MAJ COPPOLA,
WEAVER PD
KADENA REYHER, KRIS 8 LCDR HOLENBE
Type entry or use ¢ commands Line 30 Column 1 &-? for Help
Figure 7-18. The Monlitor Screen After Exlting The Print Option
Function.
(10) If you do not see left and right margin Iinformation

printed on the screen, press the OPEN-APPLE and the "2"

keys at the same time.
Flle:|WP01273.008 | |REVI$W/ADD/CHANGE | | Esc?pe: ?aln Menu
N | o | e | s | et | e | Emamm | === T T AT Ak - AR t AR = LN | e | TS
93 LILY HILL JONES, BERNE 8 SAYLER
SAYLER, DAV
93 WAGNER HS SALADOR, WEN HS wWOOoD
LANKFORD PD
94 WAGNER HS HEATH, PAM 10 NA
LANKFORD PD

-------- Left Margin: 1.0 Inches
-------- Right Margin: 1.0 lnches

11. TEACHER BACKGROUND
(A note of caution--while some teachers need some
background before they can comfortably conduct an actlvltY.
we feel students should not be provided with the sclentiflc
prlnclgles behind an activity prior to conducting the
activl !ﬁ 1t may not be necessary to provide students with
e

any of facts.)
Remember when you were young, how difflcult It was for
Type entry or use ¢ commands Line 251 Column 6 ¢-? for Help

Figure 7-19. The Monlitor Screen Showing The Altered Data Base
Informatlion.
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(117 Move the cursor to the row directly following the last
data base Information.

(12) Press the OPEN~-APPLE and the "0" keys at the same time
and using the same procedure as you used to make the
margins narrower, restore each margin to 1 inch.

(13) Press the ESC key. Your monitor screen should now
appear similar to the example shown in Figure 7-19.

04. Additjonal Help. If you need additional help altering your

file, press the OPEN-APPLE and the "?" keys at the same time and

or consult the AppleWorks instruction manual that accompanied the
program when it was purchased.
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CHAPTER EIGHT

CONVERTING SPREADSHEET FILES INTO DATA
BASE FILES
INTRODUCTION

The procedure described in this chapter makes it possible to
convert spreadsheet files to data base flles. Conversions of this
nature are Iimportant because each type flle has its own set of
manipulative functions. Without this facility, the need for a data
base f!le using information already contained in a spreadsheet file
would require constructing a new data base file from scratch. As can
be seen, this AppleWorks option iIs a real time saver.

DIRECTIONS

©C tnom-aWn

1. Flle Loading. Bring the spreadsheet file with which you wish
to work from the storage disk to the desktop.

02. Transferring The Spreadsheet File To The Monitor Using The
0 Opt .

a. When you are ready to begin the conversion process, press the

Disk: Disk 1 (Slot 6) MAIN MENU Escape: Main Menu

Main Menu |

Uesktop lndex

|

| . |
( 1. Add flles to |-=-cccmcmnmnnnccm e n e e [ [
| | 1. DATA.BASE DB | |
| 2. Work with one | 2. INVENTORY DB | [
| | 3. DOC.LIBRARY.007 DB | [
| 3. Save Desktop | 4. DB01353.008 DB | [
| | 5. JR.SCI.SYMPOS DB | [
[ 4. Remove flles | 6. WP01273.008 WP | [
| | 7. SULLIVANS.WS WP | [
| 5. Other Activit | 8. SULT.TVANS.DR ) |
| | 9. L1B.008 DB | |
[ 6. Quit 110. DB01288.008 DB | I
= :11. SS01352.008 SS = ‘

Type number, or use arrows, then press Return 443K Avall.

Figure 8-1. The Monlitor Screen Showing The Quick Switch Functlon.
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OPEN--APPLE and the "Q" (qulick switch) keys at the same tlime
(see Flgure 8-1).

b. Using the DOWN-ARROW key if necessary, highllight the
apreadsheet fille you are going to convert to a data base

file.
Flle: S501392.008 _ ______p---REVIEW/ADD CHNGE o pearoC23RE! Main Menu
RETH TRIAL NUMBER CIRCUMFERENCE DIAMETER CIRCUM/DIAMETETR
21 ONE 254.00 80.00 3.17
31 TWO 489.00 156.00 3.13
4| THREE 146.00 46.00 3.17
S FOUR 190.00 61.00 3.11
6l FIVE 255.00 81.00 3.15
g: SIX 570.00 185.00 3.08
QI
101
111
121
131
141
151
161
171
181
D7: (Value) +B7/C7
Type entry or use ¢ commands é-? for Help

Figure 8-2. The Monltor Screen Showing An Example Spreadsheet Flle.

Fille: SS01352. 008 PRINT Escape: Review/Add/Change

11 TRIAL NUMBER CIRCUMFERENCE DIAMETER CIRCUM/ SIAMETETR
2\ ONE 254.00 80.00 3.17
31 TWO 489.00 156.00 3.13
4| THREE 146.00 g?.OO 3.17
Sl FOUR 190.00 .00 3.11
6l FIVE 255.00 81.00 3.15
g‘ SIX $70.00 185.00 3.08
91
101
111
121
131
141
151
16l
171
18l

D7: (vValue) +B7/C7

Print? All Rows Columns Block
Figuie 8-3. The Monitor Screen After Selecting The Print Option.
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c. Press the RETURN key once. Flgure 8-2 shows an example of a
gpreadsheet file.

03. Printing The Spreadsheet Flle To A DIF Flle.

a. Press the OPEN-APPLE auizi the "P" keys at the same time
(see Figure 8-3).

b. Use the ARROW key if necessary to highlight the "All" optlion.

c. Press the RETURN key once. Your monitor screen should appear
gimilar to the picture shown in Figure 8-4.

File: 8501352 008 PRINT Escape: Revlew/Add/Change
The information that you identified
ls 64 characters wlde.
The Printer Options values allow
80 characters per llne.
Where do you want to print the report?
1. Imageerter

2.
3. The clipboard (for the Word Processor)
4. A text (ASCII) flile on disk
5. A DIF (TH) file on -]
Type number, or use arrows, then press Return 443K Avall.

Figure 8-4. The Monlitor Screen After Selecting The "All" Optlon.

d. Use the DOWN-ARROW key and highlight the, "A DIF (TM) flile on
disk" option (DIF means Data Interchange Format).

e. Press the RETURN key once (examine Flgure 8-5).
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File: SS01352.008 PRINT Escape: Revliew/Add/Change

IR R R R S R R R R R S T e S S S e R S S S e EaE s SN EEass s

While the disk is running
you can use these keys:

Escape to stop pr

inting an
return to Revle

/Add/Cha1ge

Space Bar to pause
to contlinue printing

- Gt e G G EEP Gme Gt P Gms W S G Gt Gt Gt GEP Gt SEP Gt G G G G Gt G G G G G G G G e GED e Gt G G e GES S Gm Gmm D e WS NS SP GES G g Gmmt WS gy e ol Gt GD S Gt G GRS Gt SmA G GED gt GED GRS Sl GED SR s Gt Sme EED @

DIF order? Rows Columns

Figure 8-5. The Monltor Screen After Selecting The Data Interchange
Format Option.

f. Type the pathname for the DIF flle. To do thls, you must
know the name given to your volume (disk name). The name can
be found as follows:

Disk: Disk 1 (Slot 6) MAIN MENU Escape: "SS01352.008*

Maln Menu i

1. Add flles to the Desktop

2. Work with one of the files on the Desktop
3. Save Desktop flles to dlisk

4. Remove flles from the Desktop

5. Other Actlivitles

|
|
|
I
|
|
|
I
l
|
|
:
} 6. Quit
|

Type number, or use arrows, then press Return G-7 for Help

Figure 8-6. The Monltor Screen Showing The AppleWorks Maln Menu.
133

136




(1) Press the ESC key twice and return to the main menu (see
Figure 8-6).

(2) Press the RETURN key once. The “Add Files" menu appears
on the screen (see Flgure 8-7).

Disk: Disk 1 (Slot 6 ADD FILES Egscape: Main Menu

Maln Menu |
Add Flles | |

Get flles from:

The current disk: Disk 6)
Ang gycrent gisk: Disk 1 (Slot

[
I
I
I
[
I
I
, Make a new flle for the:
|
I
|
[
[
|

-« o

N—

Word Processor
Data Base
Spreadsheet

(O F N /)

Type number, or use arrows, then press return 443K Avall.

Figure 8-7. The Monltor Screen Showing The "Add Files" Menu

Disk: Disk 1 (Slot 6 APPLEWORKS FILES Escape: Add Flles
I ~ Malin Menu [ |
: l Add Fliles | |___.|
[ Teworks files | I
[ ?gk voluge /TRAV LIB has 103K avajilable
I I : Type of flle Slize Date Time [
====8============='-=B===&R===================="‘===========
[ T LIB.008 Data Base 31K 3/706/90 !
I : : Pl RESEARCH Spreadsheet 1K 5/01/04 3:05 am :
o |
[ |
[ ]
[ |
[ [
Lo [
|| I
[ _ |
Use RIght Arrow to choose flles, Lett Arrow to undo 443K Avall.

Figure 8-8. The Monltor Screen Showing The Data Disk Catalog.

(3) Press the RETURN key once. Your disk cataleg should
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appear on the screen (see Flgure 8-8).

(4) Note, directly under the words, "AppleWorks Flles,"
"Disk Volume/Some.Name." The disk or volume title is
printed directly after "/." 1Its called it “TRAV.LIB*"
above. Whatever your volume name happens to be, |t
must be used when naming the DIF flle.

Disk: Disk 1 (Slot 6) APPLEWORKS FILES Escape: Maln Menu
‘ Main Menu | |
l ‘ Add Flles I l_._I
| | | ?pleworks tlles | l__
I Disk volume i l
‘ ‘ ‘ _________ "Desktop Index | _EEEE _____ Il@g___ |
R LIE.OSE"" | 1. DOC.LIBRARY.007 DB | 3/12/90 |
[ | | PI RESEARCH | 2. LIB.008 DB | 5/01/04 3:05 am |
[ | | | 3. JUN.SCI.SYMPOSI DB | |
: : : : 4, SS01352.008 SS { {
I | | |
| | |
| | |
| | |
| |
[ |
Type number, or use arrows, then press KReturn 481X Avall.

Figure 8-9. The Monltor Screen Showing The Quick Switch Optlon.
(5) Return to the spreadsheet flle.

(a) Press the OPEN-APPLE and the "Q" keys at the same
time (see Flgure 8-9).

(b) Use the ARROW keys if necessary and highlight the
spreadsheet flle.
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File: 85013§2.008 B REVIEW/ADD/CHANGE 0 Escape: Main Menu

—+-3+3-+++ ¢+ ¢+ + ¢+ -+ ++++——F—++ 1 ===============C=============== R e
1| TRIAL NUMBER CIRCUMFEREgCE DIAMETER CIRCUM/DIAMETETR
21 ONE 254.00 80.00 3.17
31 TWO 489 .00 156.00 3.13
4| THREE 146.00 46 .00 3.17
51 F?UR 190.00 61.00 3.11
6l FIVE 255.00 81.00 3.15
g} SIX 570.00 185.00 3.08
9|
10|
111
121
131
141
151
161
171
181
D7: (Value) +B7/C7
Type entry or use ¢ 7ommands &-7? for Help
Figure 8-10. The Monlitor Screen After Returning To The Spreadsheet
File.
File: 5501352.008 _ _ ______ PRINT ___ ____Escape: Erase entry
While the disk is running
you can use these keys:
Escape to stop printing and
return to Revliew/Add/Change
Space Bar to pause
to continue printing
Pathname? /TRAV.LIB/SS01352/ : 481K Avall.

Figure 8-11. The Monitor Screen Showing The Pathname Typed.
(c) Press the RETURN key once (see Figure 8-10).

(d) Return to the point in the process where you are
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supposed to type the pathname. If you don’t
remember how to do thls, review the proced.ra:s
|1sted above.

ITe

Fille: SSOlSiZ .008 B REVIEW/AOSILEANGE D facape: Maln Menu
R R L A E R E TR NN NSRRIy Wil R mau e i B"'Eﬂ?"ﬁa‘::"—ﬂf,"-—““:&: % -+
il TRIAL NUMBER CIRCUMFERENCE NYAMETER CIRCUM/DIAMETETR
21 ONE 254.00 80.00 .
31 TWO 57,30 156.00 3.13
4| THREE h,u.wu 46.00 3.17
51 FOQUR 1270.00 »1.00 3.11
6l FIVE 255.00 61.00 3.15
g‘ SIX 570.00 185.00 3.08
G
101
111
121
131
14|
151
161
171
181
D7: (Value) +B7/C7
Type entry or use & commands &¢-? for Help
Figure 8-12. The Monitor Screen After Printing The Spreadsheet To A
DIF Flle.
Dlsk: Disk 1 (Slot 6) MAIN MENU Escape: "S$S01352.008"

“Maln Menu |

|
E 1. Add flles to the Desktop
‘ 2. Work with one of the flles on the Desktop
1 3. Save Desktop flles to dlsk
: 4. Remove flles from the Desktcp ‘
‘ S. Other Actlvities
‘ 6. Quit ‘
I I
Type number, or use arrows, then press Return -7 ftor Help

Flgure 8-13. The Monltor Screen Showlng The AppleWorks Main Menu.
(6) Type the pathname as fol lows:
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(a) /SOME.NAME/The name of your spreadsheet flle (see
Figure 8-11),

(7) Press the RETURN key once (see Figure 8-12)

g. Press the ESC key once and return to the "Main Menu" (see
Figure 8-13).

04. Using The DIF File To Form A New Data Bage File.
a. Add files to the desktop.

(1) Insure that the Add files option Is highllighted and
press the RETURN key once (see Flgure 8-14).

Disk: Disk 1 (Slot &) ADD FILES Escape: Maln Menu

Maln Menu |
Add Flles | [

Get flles from:

|
[ [
[ [
| |
[ 1. The current disk: Disk 1 (Slot 6) [
: 2. A different disk :
: Make a new file for the: :
I 3. Word Processor l
| 4. Data Base [
: 5. Spreadsheet :
— [
[ [
Type number, or use arrows, then press Return 4BTK Avall.

Figure 8-14. The Monltor Screen Showing The ADD Files Menu.
(2) Press the #4 key (data base option) once.
(3) Presgss the RETURN key once (see Flgure 8-15).
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Disk: Disk 1 (Slot 6) DATA BASE Escape: Adu Fliles

Maln Menu | '
Add Flles [ I__I
vata Base I l__

Make a new flle:

1. From scratch

2 From a text (ASCII) flile

3. From a Quick File (TM) flle
4

I
I
I
I
I
I
I
I
I
I
I
I
I
|
I From a DIF (TM) flle

Type number, or use arrows, then press Return _ 443K AvalTl.

Figure 8-15. The Monitor Screen After Selecting The Data Base Option.

{4) Use the DOWN-ARROW key to highlight, "From a DIF (TM)
file."

(5) Press the RETURN key once and compare the plicture in
Figure 8-16 with that seen on your monitor screen.

Disk: Disk 1 (Slot 6> DIF FILE Egcape: Data Base

‘Maln Menu I
Add Flles I I
Data Base I I
DIF flle | I

Type the file’s complete ProDOS pathname.

|

| |
| |
| |
| |
[ DOS files must flrst be converted to ProDO0OS- |
l formatted flles before AppleWorks can read ‘
| |
| |
| |
| |

I
I
I
I
I
I
I
I
I
I
I
I
|
: them. Use ProDOS Utiltlies disk.

Pathname?? 443K Avall.

Figure 8-16. The Monlitor Screen After Selecting The DIF Option.
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(6) Type the complete pathname of the spreadsheet filie which

is belng converted to a data base flle (/DISK
NAME/SPREADSHEET FILE NAME/)>. Your monltor screen

should appear similar to the exarple shown !n Figure

8-17.
Disk: Disk 1 (Slot &> DIF FILE Escape: Erase entry
: Main Menu | |
‘ I Add Flles | I__I
lI I I Data Base I l_I
[ I DIF tile I |l
I T [
R |
: : } I Type the flle’s complete ProDOS pathname. I
[ I DOS files must flrst be converted to ProDOS- [
[ I formatted flles before AppleWorks can read [
I : I = them. Use ProDOS Utlltles disk. {
N I |
I I
|| |
Pathname? /TRAV.LIB/55013%5<£.000/ 499K Avall.

Figure 8-17. The Monltor Screen Showling The Pathname Typed.

(7) Press the RETURN key once (see Figure 8-18).

Disk: Disk 1 (Slot 6) DIF FILE Escape: Data Base
: Maln Menu | |
: : Add Flles | I__l
I : : Data Base [ I___.I
| | | | DI¥ tille | f
| l | | |
| | | | |
| | i | |
| ! | | |
| ( | | |
| | | | [
l | | | |
| | | | |
| | | | |
| | | |
| | |
| |
Type a name for this new tlle: 499K Avall.

Figure 8-18. The Monitor Screen After Entering The Pathname.
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(8) Type the name you want to use for your new flle (see
Figure 8-19).

Disk: Disk 1 (Slot 6> DIF FILE Escape: Erase entry
= Maln Menu i |
| : Add Flles | l___|
: : Data Base | I__|
R DIF flle | I
| | | | |
| | | | |
| | | |
| | | |
| i | | |
| | | | |
| | { | |
[ | | | |
| | | |
| | | |
| | |
i__| |
Type a name for this new file: DATA.BASk 499K AvalTl.

Figure 8-19. The Monitor Screen Showing The Name Of The New Data Base
Flle.

(9) Press the RETURN key once (see Figure 8-20).

File: DATA.BASE REVIEW/ADD/CHANGE Escape: Main Menu
Selection: All records

Category 1 __ Category 2 __ Category 3__ _ Category 4 _ Category S
RIAL NUMBER ~ ONE WG THREE FQUR
CIRCUMFERENCE 254 489 146 190

BIAMETER 80 . 156 46 61
CIRCUM/DIAMETET 3.175 3.1346154 3.173913 3.1147541

Type entry or use ¢ commands T - G-? for Help

Figure 8-20. The Monitor Screen Showing The New Data Base File.

05. Additional Help.
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a. Categories in the new data base flle may be renamed and or
deleted using the OPEN-APPLE-N funct!ion

b. Consult the AppleWorks reference manual.

c. Use the OPEN-APPLE-? option.
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